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One of the most important features 
in typewriter construction 


Largely responsible for Underwood alignment 
Although inactive itself; every 
typebar acts upon it. 

only ONE part for 42 typebars 


(other machines have as many as 756) 


LESS FRICTION, LESS WEAR,~¢ NO TROUBLE, 
LARGEST, STRONGEST , SIMPLEST, BEST. 
INSTANTLY AND ACCURATELY ADJUSTED. 


Investigate and Compare. 
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BEARING OF UNDERWOOD TYPEBARS 
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month until 


yours. 


This is absolutely the most gener- 
ous typewriter offer ever made. 
Do not rent a machine when you 


can pay $2.50 a month and own 
one. Think of it—Buying a $100.00 
machine for $48.80. Cash price, $45.45. 
Never before has seedina Bie this been 
attempted. 


‘Vaile L. C. Smith 


Perfect machines, Standard size, Keyboard 
of Standard Universal arrangement writing 
84 characters—universally used in teaching the touch 
system. The entire line of writing completely visible 
at all times, has the tabulator, the two color ribbon, with auto- 
matic reverse, the back spacer, ball bearing type bars, bull bear- 
ing carriage action, ball bearing shift action, in fact every late 


style feature and modern operating convenience. Comes to you 
with everything complete; tools, cover, operating book and 
instructions, ribbon, practice paper—nothing extra to buy. You 


cannot imagine the perfection of this beautiful reconstructed 
typewriter until you have seen it. I have sold several thousand 
of these perfect latest style Model No. 2 machines at this bargain 
rice and every one of these thousands of satisfied customers 
ad this beautiful, strictly up-to-date machine on five days, free 
trial before deciding to buy it. I will send it to you F. O. B. 
Chicago for five days’ free trial. It will sell itself, but if you are 
not satisfied that this is the greatest typewriter you ever saw, you 
can return it atmy expense. You won't want to return it after 
you try it—you cannot equal this wonderful value anywhere 


You Take No Risk—Put in Your 


When the typewriter arrives deposit with 
Order No the cuneab oaums $8.80 and he the 
machine for five days’ trial. If you are convinced that it isthe 
best typewriter you ever saw, keep it and send me §2.50 a month 
until our bargain price of $48.80 is paid. If you don't want it, 
return it to the express agent, receive your $8.80 and return the 
machine te me. I will pay the return express charges. This 
machine is guaranteed just as if you paid $100.00 for it. It is 
Standard. Over one hundred thousand people own and use these 
typewriters and think them the best ever manufactured. _ 
supply at this price is very limited, the price will probably be 
as | when my next advertisement appears, so don’t delay. 
Fill in the cou te-day—wmall to me—the typewriter will 
shipped promptly. There is no red tape. I employ no solicitors 
—no collectors—no chattel mortgage. It is simply understood 
that I retain title to the machine until the full $48.80 is paid. You 
cannot lose. It is the greatest typewriter opportunity you will 
ever have. Deo net send me one cent. Get the coupon in the 
mails te-day——sure. 


Harry A. Smith, 668, 231 'N. Fifth Ave., Chicago 


low total price 
of $48.80 is 
paid, and the 
machine is 








H. A. Smith, 668, 231 N. Fifth Ave., Chicago, Ill. 


Ship me a No. 2 L. C. Smith F. O. B. Chicago, as described in this 
advertisement. I will pay you the $40.00 balance of the SPECIAL 
$48.80 purchase price at the rate of $2.50 per month. The title to 
remain in you until fully paid for. It is understood that I have five 
days in which to examine and try the typewriter. If I choose not to 
keep it I will carefully repack it and return it to the express agent. 
It is understood that you give the standard guarantee tor one year. 











Please mention The Gregg Writer when answering advertisements. 
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TYPEWRITER SENSATION 
Free Trial 


Use As You Pay 
Only $2.50 a 


READEASY COPYHOLDER 


Eases Typewriting 
HOLDS NOTES IN FRONT OF THEEYES 


Makes EASY read and FAST writing Takes the strain 
off eyes, neck and back Purniehed with side or back 
attachment to typewriter or stand to «it on desk, With 
SELF-ACTING LINE MARKER—$5.00. Without—$2.00, OVER 
4 MILLION SOLD Awk your dealer or order direct 

state k 1 of attachment wanted. Name typewriter used 


A.B. Reid & Co. Sec. G. 6558 University Ave. Chicage 


FREE TUITION BY MAIL 


Carnegie College grants “Free Tuition” for the following Home 
Study Courses taught by mail 
1 











Agricultural Sherthand Automobile 
ar Seheoo! Civil Service Typewriting Real E © 
Penmanship Drawing salesmanship 





Bookkeeping Eogiacering Law 
Domestic Seience Story Writing 
Enrollment Fee $10.00; tuition free. Send mame and address to 
CARNEGIE COLLEGE, Rogers, Ohio 








“A Book to Keep at One's Desk” 


GOOD ENGLISH 


By Prof. JOHN L. HANEY, 

The best and most comprehensive tory of its 
kind. Over 1,000 misused words and phrases ex- 
plained for convenient reference. Sold on appro- 
val. Only 75c., postpaid. Write for particulars. 


Dense THE EGERTON PRESS °*4,soreh 1110 sree 


Philadelphia. Pa. 

























hol aateles-su-telelota Mea e-telacte! 
Those who Prepare in 


for Civil Service $900°° 
our Post Gradur, Washington to 
ate Course aimo 

$1500° 


invariably achieve 

top-notch percent 

age that commands immediate appot toG t 

Entire system of instruction based on Governmental stenographic 
experience of last 10 years. Get thistraining that will land you ia 
& position paying $900.00 to $1500.00. Send for Free Book—“The 
Government Stenographer”—and names aad letters of our gradu- 
ates who have won Washington positions. 


° Cc. F. McDANIEL, President 
Codar Rapids, iowa hex 2900 


ea alaaa “) 
Higgins’ 
Eternal Ink 


Writes EVERLASTINGLY Black 
Good in Fountain Pens 
2-oz. bottle, by mail 20 cents 


At Dealers Generally 


CHAS. M. HIGGINS & CO., Mfrs. 
271 9th Street Brooklyn, N. Y. 


TYPEWRITERS sti Prices 


Own your own machine. Get a guaranteed type writer for 
$25 to $75 less than you would have to pay fora new om 


Factory Rebuilt Typewriters 

































































Get one of these machines and pay for it by doin ork 
athome. They are the nearest-to-new on the m: cagieet 
Have trademark and guarantee like new machines 
Are thoroughly rebuilt and perfect in appearance. We 

carry all Standard Makes. 

Branch stores in leading cit- 

ies. Write forlatest booklet. 








AMERICAN WRITING 
MACHINE CO., Inc. 
339 Broadway, New York 
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Efficiency in the Arrangement of 


the Desk 


By F. J. Schlink, Associate Physicist, Bureau of Standards, 
Washington, D. C. 


N the desks of some office workers 
() the utmost disorder prevails. The 
top is covered with a miscellaneous 
mass of papers, catalogs, samples, and 
sundry articles of every sort, while the 
drawers fairly bulge with a bulk of ma- 
terial which through a long period has 
been crammed into them. On other desks, 
a sense of order seems 
to prevail, no papers 
being in evidence save 
those which are needed 
in the day's work. Defi- 
nite places are assigned 
and out- 
papers, while 


for incoming 
going 
work not yet completed 
is neatly filed away for 
later reference. 

The difference be- 
tween these two types 
is deeper than a 
matter of neatness: the 
difference, in fact, is 
closely related to the 
office worker's efficiency. 

The user of the one desk 

must continually lose F. J. 
time hunting for wanted 

papers, which are likely as not buried deep 
in a pile of disused and long-dead corre- 
spondence. If the document is 
a hurry, everything must be 
overturned in the search, while if, as is 
often the user of the desk is 
temporarily absent, the task of finding an 


mere 


needed 
wanted in 


case, the 
document 


urgently needed 


ScuHLINK 


hopeless one, and most discouraging to 
anyone who has not himself watched the 
heap accumulate. 

A writer in a recent issue of the Satur- 
day Evening Post has aptly said: 

“The symbol and token of the big man 
The one paper in 
these are all he 
needs. He cannot 
concentrate on impor- 
tant decisions if his desk 
is covered with a litter 
and confusion of papers. 
He knows just what he 
wants and where to put 
his hand on it. He 
never gets ruffled. If 
he did, his nerves would 
go to pieces under the 
The 
way to keep calm is to 
do one thing at a time. 

“So we have the desks 
of first-line executives 
always cleared for ac- 
tion. There is a ha- 
bitual air of loneliness 
and vacancy, and a cold, 
glittering glass surface, 
unspecked by more than one document at 


is his clean, bare desk. 
hand, inkwell and pen 


pressure. surest 


a time.” 

It may be urged that this is all very 
well for the big executive, who has con- 
stant help in his detail duties and less in 
terruption in his work. That is aside from 
the point. None of us can do more than 


is nearly a »one thing at a time, practically speaking, 
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and the factors which improve the efh- 
ciency of the “big man” much the 
same effect upon the rest of us. 

In the first place, the point must be 
established that the desk is a tool or in- 
strument to aid in our output of work, and 
not a repository or storehouse for letters, 


have 


catalogs, and sundry documents not related 
to the matters immediately under consid- 
eration. Either the files or the waste- 
basket is the proper place for all papers 
not actually in To be sure, 
papers which are referred to at regular 
intervals and which form part of the 
daily routine may well be kept in the desk, 
but they should be filed there, neatly and 
systematically arranged in the deep ver- 
tical file-drawer usually found at the lower 
right-hand side. Into this drawer, which 
is commonly adapted to hold letter-size 
sheets, the material relating to the several 
subjects coming to attention frequently, 
completion of which must for any reason 
be delayed, is filed vertically in folders, in 
dexed by suitable stiff guides. 

An example of such use of the deep 
drawer is found in the typical “corre- 
spondence follow-up,” or letter-size tickler 
file. In this file, letters which are to be 
given answer or attention on a specified 
date are filed back of guides numbered to 
correspond to the days of the month. Each 
day the papers back of the guide corre- 
sponding to that date are taken out of 
the file, and the appropriate replies are 
written, statements sent out, or other in- 
dicated action taken. This file disposes 
of all those papers which have been kept 
on one’s desk to be attended to “in a few 
days” or “early next week.” 

After this digression, which was to show 
that a desk can fulfill some of the fune 
tions of a filing cabinet, let us consider 
the most important part of the desk, that 
is, its top surface, where the work is done. 


process. 


This, as working space, is too valuable to 
be allowed to clutter up with any material 
not in use on the current job. On one of 
the far corners of the desk, or if room is 
available, on a small table beside the desk, 
should stand a two- or three-deck tray to 
receive the (1) incoming and (2) outgoing 
papers, (3) papers for the general files. 

Aside from these trays and the work 
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actually in process, the desk top should 
have only the most necessary tools of the 
day’s work: a pen, inkwell, pins and clips, 
and according to the nature of the work 
the desk man is engaged upon, a rack for 
rubber stamps, or other indispensable in- 
struments that are constantly needed. 

A desk top utterly free from the litter 
of papers and odds and ends which, under 
ordinary conditions, so easily accumulate, 
is an inspiration to the worker and has the 
effect of improving concentration and re- 
lieving mental dispersion. It is no exag- 
geration to say that this psychological 
effect is a most important one. The other 
condition, in which a heterogeneous mass 
of papers is piled on one’s desk, causes a 
continual diversion of the mind, catching 
the eye and reminding one of some un- 
done task, the doing of which is in no wise 
expedited by having it obtruded at times 
when more urgent matters are under way. 

If the desk in question is a typewriter 
desk, the typewriter, a stock of letter- 
heads, billheads, carbon paper, and so on, 
must be conveniently accessible, prefer- 
ably on top of the desk; these again are 
what we have termed the tools of the day's 
work, the immediate proximity of which is 
always justified. 

When new matters come up which are of 
great urgency let the matter which was al 
ready under way be returned to the incom 
ing tray, if the interruption is a brief one 
If the interruption is expected to last for a 
considerable period, gather the aban 
doned papers into a folder, label it briefly 
and file it in the deep drawer as a matter 
deferred. 

When this 
any person having good reason to search 
in your desk for papers is assured that un- 
completed work will be found either in the 
incoming tray, or in your deep-drawer “‘ac 
tion deferred” file. 

If no space is available on the desk for 
a tray, then one of the shallow drawers, 
say the upper one on the left side, shou'd 
be designated to receive incoming papers 
At any rate, whatever is set aside for this 
purpose, this principle should be definitely 
adhered to: specific disposition of given 
strongly for 


routine is once established, 


classes of material makes 


efficiency and mental economy. 
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Why You Go to School—I 


(The key to these plates will be given next month) 


; 
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Why You Go to School II 





If you have found a time 


or effort-saving way of do- 


ing your work, pass it on. 


Suggestions for Filling in Multi- 


graphed Letters 


HEN it is necessary to “fill in” 
W letters just as soon as they are 

run off the multigraph machine, 
and when they are, necessarily, still wet 
with ink, the following will be a valuable 
aid: 

Place a plain, lightweight sheet of paper 
on the multigraphed letter, the plain sheet, 
of course, to be the same size as the letter- 
head. By holding it tightly against the 
lower sheet it is possible to see the print- 
ing distinctly. Mark out a rectangle 214 
inches high by 3 inches long, or larger, 
depending on the style of the heading de- 
sired, starting about a quarter of an inch 
to the left of the margin and even with the 
top of the third line in the letter. After 
this rectangle is drawn it can be cut out. 
It will be found that the plain sheet of 
paper can quickly be placed over the let- 
ter and slipped into the machine, thereby 
eliminating a dirty looking letter due to 
wet ink. The rectangle will allow suffi- 
cient space to “fill in’ neatly such a head- 
ing as may be desired.—Frank J. Rothert, 


Buffalo, New York. 


Device for Holding Piece of Mani- 
folding 

I always keep a needle threaded with 

fine thread near my typewriter; then if I 


find it necessary to remove a piece of 
manifolding from the machine before com- 
pleted I simply run a long basting stitch 
through papers, carbon paper, etc., and 
this holds them in exactly the correct po- 
sition for reinsertion. The thread should 
not be removed until the work has been 
igain placed in the machine.—Edna Bur- 


er, Shelby, Ohio. 


Those whose suggestions are 
printed will be entitled to a 
twelve-months’ extension of 


their subscription. 


A Short Cut for Clipping Items 

To mark an article in a newspaper or 
magazine, I have found a way which is 
much better than always reaching for a 
pen or pencil. Just pinch a bit of paper 
off the top of the sheet over the column 
which contains the paragraph or article. 
This makes a very noticeable mark, and 
no matter where the magazine may be laid, 
the pinched edge will be noticed and very 
often much time saved in looking for the 
desired information. The nipped edge 
not only shows what magazines and book- 
lets are to be saved, but also locates the 
page and the column of the item.—H. R. 
Johnson, Canton, Illinois. 


To Make Perforations 

Where receipts are attached to docu- 
ments and perforations are desired so that 
the receipts can be detached for returning 
with the least trouble, they may be made 
by throwing the central stop on the ma- 
chine which throws the ribbon out of op- 
eration for stencil cutting and making a 
line with the hyphen mark or dash across 
the sheet, striking the key with a firm 
touch. This perforates the sheet as a per- 
forator would do and makes it convenient 
for the person returning the receipt to 
detach it. A heavy sheet of paper should 
be placed around the cylinder to protect 
the platen before attempting to perforate. 

Florence Skomp, Ottawa, Illinois. 


A Time-Saving Suggestion 
To those stenographers who are expe- 
riencing the inconvenience of using type- 
writer desks with drawers on but one side 
and have no place to lay their carbon 
paper without creasing, the following sug- 
gestion may prove helpful: 











After writing a letter, I take it from 
the machine and hold it in my left hand 
until I get a second sheet with my right 
hand, then I lay this on the desk to the 
right of the machine, withdraw the carbon 
from the letter and place it on the second 
sheet; next I pick up the copy of the let 
ter to which I have just typed the reply, 
attach it to the carbon copy and file in the 
filing basket. 
second sheet ready for the next letter with 
out having been creased or placed on the 
notebook in the way of reading the next 
letter.—O. E. Milburn, Jacksonville, 
Florida. 


The carbon is then on the 


Centering Frequently Used 
Headings 

I spelled out the words and found out 
on what number of the typewriter scale 
each should begin, recorded it on a piece 
of paper about the size of a postage stamp, 
and pasted this on my machine where it 
is not noticeable to anyone but myself 
Since then my lines have been correctly 
centered.—Herbert N. Bradstreet, Phos 


nix, Arizona. 


Handling Small Coins Through the 
Mail 


Secure a piece of cardboard paper about 


two inches wide and four inches long, 
take a sharp knife and make two slits 


about one-fourth inch apart, having them 
curve slightly away from each other, mak 
ing the slits just large enough for the coin 
to be slipped beneath the narrow piece of 
cardboard. Fold the cardboard with the 
letter to be sent with the remittance and it 
will stand all the rough handling it is sub 
jected to by mail clerks and arrive at its 
destination as_ originally prepared. 

Frank E. Hilton, Arkansas City, Kansas. 


Assorting Correspondence 

Recently I ordered an “Every Day” 
file and now I gather all correspondence to 
be filed and place it on my desk. Placing 
the filing matter on one side of the desk 
right—I put the “Every Day” file in front 
of me, and taking the filing matter as it 
comes in the pile, I place it under the let- 
ters, alphabetically. After having placed 
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all correspondence in the “Every Day” file 
I take it over to the filing cabinets and file 
regularly. I have found this a great help, 
as it saves standing for a long period each 
morning, and when obliged to stop to take 
dictation, all assorted correspondence re 
Anna Ober 


mains in alphabetical order. 
dorf, Kansas City, Missouri. 


Making Typewriter Soldiers 
Chicago stenographers are engaged in a 
“recruiting” hitherto unknown in 
circles. They are hammering out 
on their typewriting machines 
warriors of letters and punctuation 
The “&” sign supplies the head, 
arms of a first-class fighting 
man, a letter “o’’ the body, a period does 
for the cap, the capital “W” constitutes 
the breeches, quotation marks (“ 
the legs, a dash stands for the feet, the 
colon (:) furnishes two buttons for the 
coat, and the slanting line used in fractions 
affords Mr. Soldier a gun with which to 
The Chicago News. 


form of 
army 
“soldiers” 


marks. 


chest and 


) provide 


shoot. 


Care of Erasers 

Many times a typewriter eraser becomes 
hard smut the paper with a 
greenish blur. This can be remedied by 
washing it off with wood alcohol or de- 
natured alcohol. This will also give new 
life to an eraser that has become dried 
out and hard. Recently I found a sale of 
the regular 10c with brush at- 
tached being sold out at 5c on account of 
their having hardened. I purchased some 
of these and with an alcohol bath made 
them as good as any I ever used.—Kath 
erine Rominger, Chicago, Illinois. 


and will 


erasers 


Hint for Removing Letters from 
Machine 


I have found it a great saving of time 
to use the paper release when removing 
letters from the machine, especially when 
a number of short letters are to be writ- 
ten, necessitating putting in and removing 
many sheets a day. I hold the paper re- 
lease back with my left hand and quickly 
remove the paper without tearing either 
the paper or the carbon.—G. M. Broad- 
hurst, Waycross, Georgia. 
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Studies in English for Stenographers—XII 


By Hubert 


S this article ends the present series, 
A we can mention but br.efly a few of 

the remaining pitfalls which lurk in 
the path of the unwary stenographer. Of 
the parts of speech which we have not 
yet discussed, Adjectives, Adverbs and 
Verbs need most attention. 


{djectives 
Adjectives change their form only to ex- 
This is 
called comparison, and the three degrees 
are known 
superlative. 


press different degrees of quality. 
as positive, comparative, and 


Always use the comparative degree, end 
ing in er, when comparing two objects; 
the superlative, ending in est, when com- 
paring more than two. 

Ex.—James is the elder of the two 

brothers. 
Which do you like best, skating, 
dancing, or swimming? 

Because of their meaning, there are 
some adjectives which cannot be com 
pared. True, perfect, correct, are ex 
amples of such words. A thing is either 
perfect or imperfect. We cannot say one 
object is more perfect than another. If 
we wish to compare two objects as to the 
degree in which they approach perfection, 
we must say, “This paper is more nearly 
perfect than that.”’ 

When comparing one object with others 
in the same class, the word “other’’ must 
preface the class name. For example, we 
say “Rhode Island is smaller than any 
other state in the Union.” If the superla- 
tive degree is used, omit “other,” thus: 
“Rhode Island is the smallest of the 


states.” 


Adverbs 


Many persons find difficulty in deter- 
mining when to use an adjective and when 
an adverb. Always use an adjective when 
you want to express quality or state of a 
person or thing, and an adverb if you are 
describing the manner of an action, 


Ex.—The man looked cold 


1. Hagar 


The man looked coldly upon the 
beggar. 

In the first sentence we use an ad jective 
because we are telling the state of the 
man; in the second we use an adverb be 
cause we wish to express the way in which 
he looked. 

An error seldom made in writing, but 
which is unfortunately frequent in spoken 
English is the use of kind of and sort of 
as adverbs. For example, we hear “This 
cream is kind o' sour.” Say instead, “This 
cream is rather sour.” It is of course cor 
rect to say “What kind of flower is this?” 
Here “kind” is a noun. 

Do not use most in the sense of almost. 
It is wrong to say “I am most done.”’ 

Do not 
say “I'm real sorry to hear that,” but “I'm 
very sorry to hear that.”’ 


Never use real as an adverb. 


It is superfluous to caution stenogra 
phers about avoiding the double negative. 
as in the sentence “I don't want none of 
them.” But it is well to remember that 
such expressions as “not unlikely,’ “not 
improbable,” are in good usage and serve 
to express a different shade of mean ng 
from the plain positive form “likely’’ and 
“probably.”’ 

To avoid ambiguity, be careful to place 
the adverb as close as possible to the word 
it modifies. 

Wrong: | only expect to go a short dis 

tance with her 

Right: I expect to go only a short dis 

tance with her. 

Be especially careful not to place the 
adverb between the parts of the infinitive 
This error is called “the split infinitive.” 

Wrong: It is impossible to exactly esti 

mate the damage. 

Right: It is impossible to estimate the 

damage exactly. 

Here the infinitive is “to estimate’ and 
“exactly” must be so placed as not to sep- 
arate its two parts. It would be equally 
‘correct to say, 

It is impossible exactly to estimate the 

damage, 
but this arrangement has not quite the 
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smoothness or emphasis possessed by plac- 
ing the adverb at the end of the sentence. 
The best position for the adverb must be 
determined on these grounds as well as on 
those of clearness and correctness, and will 


vary in different sentences. 


Verbs 


Few persons nowadays err in the ordi- 
nary use of the past tense of verbs for the 


past participle, or vice versa. But in sen- 


tences like the one below mistakes are 
sometimes made in the form of the second 
verb. Here “had” is understood and 


therefore the past participle must be used, 
the form agreeing with that of the first 
verb. It is safer not to omit “had.” 

Meanwhile he had gone to the shore and 
(had) seen the damage for himself. 

The girls have found the baby and took- 
taken him home. (Which is correct?) 

Another question that puzzles many 
people is the correct use of the subjunctive 
mode, when to say “If I was” and when 
“If I were.” Simply remember that the 
subjunctive expresses a wish or a condi- 
tion contrary to fact and you will not go 
wrong. Thus: 

“I wish I were an artist.” You are not 
an artist. Therefore use the subjunctive. 

“If I were going to be in town (but I 
am not), I her.” 

“If Alice were here, would be 
frightened.”’ (She is not here.) 

“If Alice was sick (and she was), why 
didn’t she tell us?” 

A participle should not introduce a sen- 
tence unless it modifies the subject. This 
error, which is called “the dangling par- 
ticiple,” is frequently made by writers who 
are ordinarily correct. 

Wrong: Made from the finest cloth and 
hand-tailored, the particular woman 
will be delighted with these suits. 

The participle “made” and its modifiers 
refers to not to “woman.” If the 
writer wished to retain this introduction, 
he could do so correctly by making “suits” 
the subject of the sentence, as shown be 


would call on 
she 


“suits,” 


low: 

Right: Made from the finest cloth and 
hand-tailored, these suits will delight 
the particular woman. 

Do not confuse sit with set, nor lie with 


lay. Set and lay are transitive verbs; sit 
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and lie, intransitive. That is, set and lay 
take an object, and sit and lie do not. 

Right: Set the pitcher on the table. 

You had better lie down. 
Sit on this chair. 
Lay the rug on the floor. 

The past tense of lie is lay. The past 
tense of lay is laid. The following sen 
tences show their correct use. 

Right: His hat lay on the grass all 

night. 
Dorothy laid the paper on the teach 
er's desk. 

The past tense of sit is sat; of set is set. 

Right: The guests sat around the table 

telling stories until midnight. 
Mrs. Martin set the plants on the 
front porch. 
Do not use learn for teach. 

Wrong: He learned me how to play 

checkers. 

Right: He 

checkers. 

Right: I learned how to play checkers 
from him. 


taught me how to play 


Conjunctions 


Do not make too much use of conjunc 
tions. A_ sentence consisting of many 
clauses loosely strung together with “ands” 
is almost invariably weak and ineffective. 

The work “like” should not be used as 
a conjunction in the sense of “as,” “as 
though,” or “as if.” 

Wrong: They look like they had been 

working hard. 

Right: They look as if they had been 


working hard. 


In the following sentences, cross out th« 
incorrect words: 

Of the two hats, I think this is the more-most 
hecoming. 

Of all the clerks, Harry is the more-most 
obliging. 

Which is the 
Duluth? 


larger-largest, Detroit or 


In the following sentences, insert other 
where necessary: 

No tree is so straight as the pine. 

Gold is more valuable than any metal. 

New York is the largest of the American 
cities. 

New York is larger than any American cit 

The pine is the straightest of all the trees. 
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Make the 

rhe line Burton drew is more horizontal than 
the one Gerald drew. 

This apple is more perfect than the one you 
have, 

I feel kind o° tired to-day. 

I was real glad to see them. 


following correct: 


Cross out the incorrect word in the fol- 
lowing sentences: 

Miss Morton looked angry-angrily. 

Miss Morton looked angry-angrily at us. 


Geraldine Farrar sings beautiful-beautifully. 


She finished her work quick-quickly 

The violets smell sweet-sweetly. 

I can do that easy-easily. 

The grapefruit tastes bitter-bitterly 

The suit is lined nice-nicely. 

Don’t walk so slow-slowly. 

She sewed steady-steadily until five o'clock. 
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| wish | with you. (I am 
not.) 

He talks as though it was-were possible for 
(It is not.) 


was-were no 


ras-were poilie 


me to go. 

If there 
grow. (But there is rain.) 

If Khugh was-were going to leave early, h« 
should have explained. (He was going to.) 

Let the papers lie-lay there. 

Won't you come in and set-sit down? 

The family is sitting-setting on the porch 

You may sit-set the chair in that corner 

Betty lay-laid her music on the piano. 

The soldier lay-laid between the 
night. 

Lie-lay down and rest before you go out. 

She has just laid-lain down. 

Mr. Harvey is going to teach-learn me 
swim. 

Rex set-sat on the bench by the door. 

Rex set-sat the bucket on the bench. 


nothing would 


rain, 


lines 


oO°e 
kood Conservation 


(The key to this plate will be given next month) 


? 


tne Northwestern Miller 
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Some War Terms—IlI! 


national defence 


National Guard 


naturalization 


naval 


neutral 


neutral countries 


neutral shipping 


neutral ships 


neutral territory 


non-combatant 


obligations 


offensive 


operations 


overt 


Pacific 


parole 


periscope 


prepare 


preparedness ( 


President 


prisoner 


problem 


pro-Ally 


pro-Ceerman 


Prussia 


> 
Prussianism 


reception 


recruiting 


Reichstag 


republic 


resources 


Rumania 


Rumanian 


Russia 


Russian 


Russian Government 


ruthlessness 


Secretary of the Navy 


Secretary of War 


Senate 


separate 


solidarity 


rifle 


Springfield 


statesman 


S'] 


statesmanlike 


submarine 


taxation 


torpec 


rurkey 


U-boat 


underman 


United States 


United States 


United States 


United States 


United States 


unnaturalized 


volunteer 


war 


warfare 


war machine 


war measures 


war munitions 


welfare 


wireless 


Zeppelin 





of America 


Army 


Crovernment 


Navy 
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Conducted by John R. 
Gregg, 24 East 28th 
Street, New York City 


N this age of specialization too much 

emphasis cannot be laid on the impor- 

tance of being able to do one thing 
well. In every kind of work there is a 
wide line of demarcation between the work 
of the novice and the work of the expert. 
And there is a lamentably large number of 
people who are content to remain in the 
novice class—sometimes because they fail 
to realize that the plums always go to the 
experts, and sometimes because they fail 
to see the next step. There are hundreds 
of potential experts to whom this magazine 
may make its last visit this month, and be- 
cause we believe so firmly in the necessity 
of continued study and practice, we want 
to try to show them how they may retain 
the skill they now have and how they may 
add to it in the months to come. 

The first essential for the foundation of 
expert work «in shorthand is a thorough 
knowledge of the principles. This can b> 
acquired only by a continued study of the 
textbook and by reading and dictation 
practice based on shorthand plates in 
which these principles are emphasized. 
The value of constant reviews and of repe- 
tition practice on the application of the 
simple fundamental principles, the word 
signs, the special applications of the ab 
breviating principle, prefixal abbrevia- 
tions, ete., cannot be too frequently or 
too insistently emphasized. 

And then comes the execution—the 
ctual writing. The muscles of the arm 
ind hand must be trained to write ac 
curately and easily. The novice will never. 
realize the difference between his short 
hand notes and the notes of expert writers 
except by constant comparison. He must 


Getting into the Expert Class 


A Department of Hints 


Learner and Others 


keep the expert standard ever before 
him. 

The reading of shorthand plates is per 
haps the most interesting phase of the ex 
pert’s training and certainly it is most im 
portant. To get the maximum benefit of 
reading practice there must be an abund- 
ance of fresh material constantly at hand. 
Repetition reading becomes monotonous 
and mechanical, but in reading new mate- 
rial the mind is kept constantly on the 
alert and the eye becomes trained to recog- 
nize the forms instantly without analyza- 
tion or the help of the context. Not the 
least important part of the reading of well- 
written shorthand is that it helps to estab 
lish a high ideal of shorthand style. 

The application of this to actual work 
comes in dictation. There should be much 
dictation—dictation on all kinds of matter, 
new and practiced, simple and technical, 
long takes and short. And then comes the 
critical reading of your own shorthand 
notes—the analyzation of the forms and 
of the way they vary under stress of rapid 
work or when written under unfavorable 
conditions. 

Any program for advanced shorthand 
study should provide for all these different 
processes—review, drills in execution, the 
reading of expert plates, dictation, the 
reading and criticism of the writer's own 
notes. 

The expert writers have all done much 
of this kind of work and they have con- 
tinued it even after they reached the ex- 
pert stage. They have all used the 
Gregg Writer as the basis of their study 


and as one of the principal sources of prac- 


tice material. There is no stronger reason 


and Helps for the 
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why every writer of the system should be 
a reader and student of the magazine. The 
suggestions and help of these experts have 
helped to make the magazine, and it is on 
the suggestions, the help, and the co 
operation of the subscribers who read this 
article that we are depending for its con 
tinued deve lopment. 


Extension of TR Principle 


N the March issue we asked for hints 


and suggestions, and added: “If you 
have not the time to write a Iectter, 
send a post card. Every item tells.” Dr. 
E. W. Farmer of Lewisham is among 


those who have already responded to our 
He sends a postcard. This is it: 
EVERY ITEM TELLS 

“I note that the new series of disjoined 
prefixes extending the TR principle can be 
arranged in alphabetical sequence: 


LMNOP 


appeal. 


“This may be of some mnemonical as 
sistance to the student.” 
Note how the idea works out: 


L 


So it may. 


Lateral, latter-day, letterpress, literal, 


literary. 


M 


Matrimony, matron, material, maternal, 


metric, metropolis, 


nome. 


metropolitan, metro 


N 


Neutral, neutralization, nutrition, nutri- 
ment, nitrate, nitric, nitrogen, nitroglyc 


erine, nitrous. 
O 


Ostrich, ostracise, ostracism, Austria, Aus 
tralia, Austrian. 


pP 


Patrician, pattern, patron, patrol, patriot, 
paternal, petrol, petroleum, petrify. 


Our cordial thanks are due to Dr. 
Farmer for his hint. We shall be glad to 
extend similar thanks to others of our 
readers. Verb Sap.—From the Gregg 


Shorthand Magazine, England. 
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Theory Questions 
Answered 


Question. Is it necessary to distinguish 


between success and succeed? 


Answer. Yes; we use the following 
forms for these words and their deriva 
tives: 

+ 
Key: success, successes, successful, success 


fully, successor, successive, successively, succeed, 
succeeds, succeeded 

Question: Will you kindly publish the 
list of words in which the dot for h may be 
omitted in practical work? 

Answer: The most common examples 
are: has, had, him, hope, hear, heard, 
happy. 

Question: 
antedate and antidote? 

No, it is better to distinguish 


Do we use the same form for 
Answer: 
between these words thus: 


Key: Antedate, antidote. 


Question: May the prefixal 
used for self when standing alone, as is 
done in the case of over, under, extra, etc.? 

Answer: The prefixal form—the “anti 
clock S”’ above the line—is used for the 
word self, and this principle has also been 
extended to include the use of the prefixal 
form for the word meter. 

Question: I notice that the ending nant 
is dropped in benignant and repugnant. 


form be 


Does this apply to other words ending in 

ignant, ugnant, etc.? 
Answer: Yes. 

ful examples: 


The following are us 


Key: benignant, repugnant, indignant, malig 


nant. 
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Cunducted by Wini 

fred Kenna, O. G. A. 

24 East 28th Street 
New York City 


HOW TO BECOME A MEMBER 
OF THE O. G. A.: Make two copies 
of the article “O. G. A. Test” in your 
very best shorthand Send one copy 
to the editor of this department, the 
other retain for comparison with the 
Shorthand “plate” which will be pub- 
The ished in the department. If your copy 





O. G. A. Pin possesses the necessary artistic quali- 
ties, you will be awarded an “O. G. A.” 
ertifcate and your name will appear in the pub 


shed list of members. An examination fee of twenty- 
ve cents must accompany your list. A test is good 
nly until the 15th of the month following date of 
iblication 


The Winners in the 


N the July magazine we printed the 
winning specimens in the recent black- 
board contest and comments from the 
judges—but, of course, there was no time 
to hear from the win- 
ners after the decision 
was reached. Since then, 
however, we have had 
letters from these teach- 
ers and from many other 
teachers and writers ex 
pressing their interest 
in artistic blackboard 
writing and their deter- 
mination to enter future 
contests of this kind. 
We believe that ths 
increased interest in \ 
blackboard work and 
the desire of teachers to 
excel as chalk artists 
will have a far-reaching 
influence on the teach- 
ing of the system and 
on the shorthand style 
of students and stenographers. Several 
teachers have written us that their students 
insist that they prepare a specimen for thé 
next contest. Students have a _ natural 
pride in the work of their own teachers 


Mary MacDoveatut 


The O. G. A. is a clan 
composed of artistic 


The O. G. A. is a select company of artists and 
membership is granted only to those whose notes 
show unquestionable artistic merit. It is worth your 
while to try for membership. You may not succeed 
the first time you try, because the standard is very 
ihgh. But you will not know until you do try. 


The emblem of the clan is a triangle inclosing the 
characters O. G. A The left side of the triangle 
stands for “theory,” the right side for “accuracy” and 
the base for “beauty”—the three qualities that go to 
make up artistic writing 


Every member is entitled to wear one of our 
emblems. A circular about the pins and rings will be 
sent upon request 


Blackboard Contest 


and a desire to see their teachers recog- 
nized and we know that many teachers are 
practicing during the summer and that 
many more will begin practicing as soon 
as school opens to per- 
fect their blackboard 
style. What a sports- 
manlike body shorthand 
teachers are! They seem 
almost unanimously to 
recognize that the real 
\ value of these contests 
is that they improve 
| their style of writing 
and enable them to do 
better work in the class- 
room. The coming school 
year promises to be rich 
in opportunities for ef- 
ficient teachers as well 
as for efficient writers of 
shorthand. It is a satis- 
= faction to find that the 
teachers who are just 
beginning the work, as 
well as the teachers who have been in 
the work for some years, are, as a 
body, anxious to be ready to render the 
best possible service to their schools and 
students. 


writers of shorthand 
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The O. G. A. Test 
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The Winner of First Place 


We are all wishing for an opportunity 
to meet Miss Mary MacDougall, of the 
Wheat City Business College, Brandon, 
Manitoba, Canada, who has twice won 
first place for blackboard work. We do 
hope that she will plan to come to a con- 
vention—though we fully realize that it 
would mean a long trip. She is a corre- 





Rutruepa A. Hunt 


spondence student and has developed her 
great skill on the blackboard without the 
help of special courses in blackboard pen- 
manship. ‘Those of us who remember the 
work of our teachers clearly, realize how 
much they helped us and how difficult it 
must be to perfect an artistic style without 
this assistance. 

This is what Miss MacDougall says in 
reply to the letter announcing her success 
as winner of first place in the second suc- 
cessive contest: 

It was indeed a great surprise and delight to 
find that my writing should rank so high. It 
has left an exhilaration and stimulation to se- 
cure better results in the teaching of this sub- 
ject. The shorthand writing in the Grece 
Wrrrer is both a delight and a despair to me, 
ind it is chiefly in emulating these beautiful 
plates that this present success has been 
wchieved. The magazine is a wonderful help 
n our work—it is so alive and progressive. 
rhe copies of the dictionary ard the Manual 

ume yesterday and I am very proud of them. 
rhey will be a constant reminder that “genius 
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is an infinite capacity for taking pains”—quite 
applicable to the teaching of shorthand. 


The Winner of Second Place 

Miss Rutheda A. Hunt, of the Evanston 
Township High School, Evanston, Illinois, 
is the winner of second place. Miss Hunt 
says: 

These contests are more than interesting, and 
I am glad to have been a participant. 1 took 
my course in shorthand in the Joliet Township 
High School, Joliet, Illinois, under Miss Char- 
lotte van der Veen. I have taught in the Bloom 
Township High School, Chicago Heights, Illi 
nois, the Model High School of the University 
of North Dakota, and the Evanston Township 
High School, Evanston. 


Miss Hunt was, we believe, a member 
of the first summer normal class in Gregg 
School, Chicago. Her good work there 
made an impression on her instructors and 
classmates that they have never forgotten 
and her students are unanimous in sound- 
ing her praises. 

It is significant that a student in one of 
Miss Hunt's classes won an O. G. A. prize 





Grace McCriecian 


in last year’s contest and that one of Miss 
MacDougall’s students secured a place in 
this year’s contest. You can’t tell us that 
the teacher's style of writing does not have 
a direct and definite influence on the work 
done by the students! 
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The Winner of Third Place 


Miss 
known in our offices as a writer of snappy, 
interesting letters. We all always like to 
hear from her. We know that 
have something to say and that she will 
Here is a part 
of her letter about the contest: 


Grace McClellan has long been 


she will 


say it in a way of her own. 


Your letter of June 27 gave me a very great 
surprise. 

My specimen was submitted merely as 
crete proof of my sincere interest in blackboard 
contests. As a matter of fact, it mailed 
“with apologies,” because it was executed at 
the end of a very busy day. 

When I began to work on these tests, I made 
a vow—privately—to win the first prize 
day. Now that I have won third prize, I feel 
that the first prize is several years closer than 
previously. At any rate, tnis nas more than 
“quadrupled” the number of volts of energy | 
have haa for artistic shorthand writing. 

Now as to the personal data for which you 
asked. My business training was received at 
the Nebraska School of Business at Lincoln, 
Nebraska, under the expert supervision of Miss 
Gertrude Beers and Mr. William Bryant. 

My first year of teaching spent at 
Munising, Michigan, supervising the Commer 
cial Department in the Munising High School 
During the four years following that, I had 
charge of the Shorthand and Typewriting De 
partment in the Astoria Business College at 
Astoria, Oregon. For the last fifteen months 
I have been connected with the Munson School 
for Private Secretaries here in San Francisco 
The last twelve of those fifteen months I have 
been supervising the Gregg Theory Depart 
ment in this school. 

Thank you for the check—it is the most pre 
cious five-dollar check I have ever seen. 


a con- 


was 


some 


was 


Fortunate is the student whose teacher 
has many “volts of energy for artistic 
shérthand writing.” Surely Miss Me 
Clellan is a real live-wire teacher! 


The Regular O. G. A. Work 


And now for a word about the regular 
O. G. A. work, which feel 
rather neglected in the pages of the maga- 
zine in the past few months. It is an in- 
dication of the real value of the work and 
the real worth of the idea of the 
Order that students, writers and teachers 
have been sending in the regular tests, 
even though they have been momentarily 
pushed into the background in the pages 
of the magazine for the blackboard con 
We received many very fine papers 


we has been 


basic 


tests. 
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at the close of the school year and it was 
a pleasure to mail to many graduates the 
coveted membership card before they left 
school. 

The many letters from these and other 
writers expressing their determination to 
begin at once to work for the higher cre- 
dential of the Order show that the stand 
ards of artistic writing are constantly 
increasing—and that is a source of great 
satisfaction to all of us. We feel that the 
Order has done much to keep up the stand 
ards of shorthand style of students after 
they have left school and this is one of 
the results to look back with 
great pride. Of course, there are others, 
but we will tell you about those some other 
time. Just now we are all getting ready 
for a new volume and a new school year. 
We feel that it is going to be a big year in 
every way and that you will 
want to help. Just how you can do this 
is one of the things we are planning to tell 


which we 


we know 


you about next month, when we shall also 
welcome an army of and 
potential members. 


new readers 
Mr. Gregg has promised to write some 
the blackboard specimens 
submitted in the recent contest and some 
suggestions about blackboard work for one 
of the first issues of the new volume and 
we are going to do our best to hold him to 
that promise. 


comments on 


{ Word About the Higher Certifi- 
cate 

We feel that many of our readers fail 
to understand the purpose of the Higher 
Certificate test. The selection for the test 
is purposely made short so that the con 
testants may have an opportunity to pre 
pare it very carefully. 
for the examiners to criticize a long or a 
particularly difficult selection in order to 
determine the qualities of the contestant’s 
style. Probably more applicants fail in 
this test because of lack of freedom in their 
writing than from any other one cause. 
Other contributing causes of failure are 
incorrect joinings 
curves. A careful comparison of your 
specimen with the authoritative plate will 
help you to determine where to put the 


It is not essential 


and poorly executed 
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We hope to 
see a great development in this phase of 
the O. G. A. 
ume of the magazine. 


emphasis ill your practice. 


work during the coming vol 


OQ 


ry ‘i ry : : 
The New Tests 

HE copy selected for the new QO. G. 
A. test, good until September 15, is 
the following extract from “Seven 


Secrets of Success,’ by Madison C. Peters. 


The Value of Politeness 


Bad manners 
Good 


No policy pays like politeness. 
ire the most expensive luxuries in life. 
manners, like the gold standard, are current 
the world Letters of credit do not go 
farther. 

“The difference 
ill-bred man is 


over 


well-bred and an 
Samuel Johnson: 
“One immediately attracts your attention, the 
other your aversion. You love until you 
find reason to hate him; you hate the other until 
you find reason to love him.” 
Polished manners often make 
cessful, while really good men, by their hard- 
and coldness, have done themselves in- 
calculable injury. Money, talent, position and 
sometimes a pull, are keys that turn some locks, 
but civility is the oiled key that turns the bolts 


between a 
this,” said 


rascals suc- 


ness 
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lock 
courtesy is an 
back and doors swing open 

Emerson “Give a 
complishments, and you give him the mastery of 
palaces and fortunes wherever he goes. He has 
not the trouble to earn or own them, they so 
licit to enter and possess.” 


locks doors, while 
at which bolts fly 


in every Gru ffness 


open sesame 


Says: boy dress and ac 


The Higher Certificate Test 


The writers who wish to secure the cer 
tificate of 
the following material: 


superior merit are to prepare 


The Test of Knowledge 

You know as well as I or any one can tell 
that knowledge is worth little until you 
have made it so perfectly your own, as to be 
capable of reproducing it in precise and defi- 
nite form. Goethe said that in the end we only 
retain of our studies, after all, what we prac- 
tically employ of them. And it is at least 
well that in our serious studies we should have 
the possibility of practically turning them to a 
definite destination, clearly before our 
Nobody can be sure that he has got clear ideas 
on a subject, unless he has tried to put them 
down on a piece of paper in independent words 
of his own. It is an excellent plan, too, when 
you have read a good book, to sit down and 
write a short extract of what can remem- 
ber of it.—-Extract from “On Popular Culture,” 
by John Morley. 


you, 


eves 


you 


Qo 


List of New O. G. A. Members 


ALABAMA 

Con Amore V. Burt 
Eva Early 

CALIFORNIA 
Vera Besson 
Gertrude Carlisle 
Maybelle H. Chong 
Zalene Clifton 
Ada E. Cook 
Wilma Deacon 
Fern Delk 
Esther Dow 
Olive Downs 
Glenn Ely 
Allene Eustice 
Edna Forner 
Theda Frazier 
Viola M. Furgerson 
Helen Gates 
Mamie Glover 
Blanche Holst 
Helen Jacobson 
(rthur L. Kercheval 
Minnie Larsen 
Ivah Matney 
Zephyr McCune 
Vernon McGough 
Ruth McKenzie 
Califa J. Muck 
jennie Owen 
Esther Pollock 
Nellie Posson 
Thelma Pugh 
Ethel M. Ruel 
Louise Schell 
Edwina Slater 


Sophie Tunkler 
Mabel Wetmur 
Myrtle Wetmur 
Wilson 
CANADA 
Selma Geller 
G. Oddstad 
Ss. Yow 
CONNECTICUT 
Esther Carlson 
Guy Joseph 
Marguerite Lathrop 
Grace Morrissey 
dD. Cc 


Jessie 


Marian Lynch 
Marie McDonald 
Maureen Morris 
Celestine Raftery 
Margaret Toole 
IDAHO 
Earl Magmis 
ILLINOIS 
Henry H. Baily 
Anna Blais 
Lillian Byrne 
Ww. J. Corbridge 
Wilma Deickmann 
Ida May Doherty 
Clarence Fidler 
Marie Frantzen 
Lauretta Galloy 
Madeline Heimsath 
Gertrude He'tkotter 
Elizabeth Herbert 
Marie Huebner 


Raymond Johnson 
Elsie Kramer 
Helen Lang 
Barbara Lech 
Marie Leon 
Maude McGraw 
Mrs. H. P. Molony 
Helen Roeder 
Alfons Sawitoski 
Cleala Smith 
INDIANA 
Margie M. Black 
Elizabeth Casey 
Laura Funke 
Teresa A. Gray 
Gertrude Himmel 
heber 
Fern Laudeman 
Agnes McCarty 
Clara McMillen 
Grace K. Misner 
Edna May Nye 
Eloise Poelhuis 
Anna Ramsey 
Margaret Rooney 
Kate G. Shoaff 
Unafred Ulmer 
Alice Wilkens 
Camilla Zinkan 
IOw 


Nellie Brénnaman 

Wilma Hanger 

Harry Hess 

Julia Fern Schroder 
KANSAS 

Mrs. Susie Green 


Margaret Iliff 
Gile Litton 
Elva Pike 
Robert C. Riggins 
Margaret Schaub 
Ray Stephenson 
MARYLAND 
Andrew Bissett 
Charles Harrington 
Kathryn V. Hogan 
George Karn 
Charles F. Miles 
Charles Utterback 
MASSACHUSETTS 
Mary Ballantyne 
Katherine Barrett 
Grace Conlin 
Edna Corless 
Esther Faucher 
Lillian G. Holt 
Dorothy W. Knight 
Helen Knuepfer 
Pear! McCollum 
John McGawan 
Mildred McGibbon 


Winifred McNaughton 


Beatrice Milmore 
Armoza Pomerieau 
Harold C. Sears 
Katrine Smart 
J. A. Tansey 
Elsie Thomas 
Lillian Trepanier 
Irene Wheeler 
MICHIGAN 
Mabel Acheson 


Nina Bolton 
Mildred Caley 
J. A. Dirks 
Myrtle M. Doney 
Helen Finzel 
Viola Funke 
Esther Howell 
Anna Kaminske 
Carrie Kempster 
Edna Konstanzer 
Vera Kopsky 
Garrett Lewellen 
Rowena Parrish 
Gertrude M. O’Brien 
Edna Richardson 
Martha Richter 
Josephine Thusin 
Marjorie Tibble 
George Waters 
MINNESOTA 
Mildred Aubin 
Joseph Barthol 
Madeline Friedman 
Jennie McCrea 
Agnes Miller 
Ida E. Muesing 
Susie O'Reilly 
Teresa Pribil 
‘urea’ Schmoller 
Mae E. Seeley 
Mayme Sundanist 
MISSISSIPPI 
Bess McCain 
MISSOURI 
Leo H. Aholt 
Esther V. Anderson 
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KR. W. Atkenson NEVADA Grace K. Freeborn RHODE ISLAND WISCONSIN 
Anthony Blechman Chalice C. Belli Marian C. Judgan Marion F. Baggs — = 
Sister Mary Edmund Dorothy Mackey Edna Keene E. Fournier yoane Seas 
Wilburn Hickey Louise Vieira Helen Parsons William Gildert Grace Bruemmer 
Alfred A. Hoerschger NEW HAMPSHIRE Arthur Sunker Florence L.. Godd Olive Cook 
K. C, Gibson Esther L. Carpenter Freda Weinman Ruth F. Hillery Kathryn Crabtree 
Sister M. Ludwiga George V. Dugre Marley Weintraub Edythe L. Rundborn jyazel Cutts 
Cath. Montgomery Charles J. Langelier OHIO SCOTLAND Oscar E. Eggert 
Catherine O'Brien Alfred EK. Vytal Mabel Wilson Robert Rowand Clarence E. Fugina 
Sister M. Primitiva NEW JERSEY OREGON VIRGINIA Gertrude Fugina 
Alma Scharfenberg Esther Ruth Jackson Claribel Arnold Fannie Cook Caroline Kleinheinz 
Emily Spencer Rosa Scally Agnes Hemphill Mannie Dunkum Clay G. Knowles 
MONTANA Marimus Woudenberg Delbert Murphy Hessie Gregg Ralf r. Runge F 
Pr. S. Gerlings NEW YORK Virgil L. Williams Esther Crowder George Mitchell 
NEBRASKA Margaret Brandes PENNSYLVANIA N. J. Hall Mildred Pasewalk 
Helen M. Gagnon Margaret Braun- Cecilia Geduldig Harry P. Johnson Carolyn Statz 
Lucy Hoy schweiger Emily Longstreth Elizabeth B. Mason Mable Wardwell 
Ruth Jones Mollie Cohen Herbert Manning Martha Tenser — hats om 
Rose M. Knobe Agnes Cronauer H. R. Musselman WASHINGTON WYOMING 
Hilda M. Wendel Laurine Fraley Susan Sweezy Donald Heermans W. A. Turner 


oOo 


Patriotic Counsel 


(The key to this plate will be given next month) 
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Born 1831—Died 1897 


EORGE M. PULLMAN 
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This is the twelfth article in tne series, “Creeds of Great Business Men”—published by 
courtesy of the International Harvester Company. The key will be given next month 
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By JOHN ROBERT GREGG 








N the way to 
() our Summer 
Normal 
Chicago, 


As We 
See It 


School in 
we stopped off at 
Fast Aurora for a 
few days, to attend the convention of the 
Roycrofters—and to have a rest. 

Just before we left, a visitors’ book was 
placed in our hands, with the request that 
we inscribe a sentiment. The last senti 
ment written in the book was this: 


Free speech is never more precious than when 
We cannot make the 


it is most in jeopardy. 
unless we make it 


world safe for democracy 
safe at home. 
GeorGce SyLvester VIERECK 


(Editor of “The Fatherland”) 


We wrote beneath it: 

Curious, isn’t it, that those who worry most 
ibout “free speech” and the safety of democ- 
racy “at home” are the apologists for the most 
form of autocracy abroad. Lincoln 
wrote General Hooker, “Give us victories and 
I'll risk the Dictatorship.” So loval Americans 
to-day can say, “Crush autocracy abroad, and 
America, and we'll risk 


despotic 


suppress its agents in 
its survival here.” 
Jouwn R. Greco 


We may not have given the quotation 
from Lincoln’s famous letter in his exact 
words, but the purport and spirit of it is 


there. 


> O 
this 


ITH 
issue the 


GREGG 
Writer completes 
another cycle. It 
rounds out its nine- 


Your 
Magazine 


teenth year with an increase of twenty-five, 
per cent in its subscription list—the 50,000 
mark has been reached and passed and 
the list continues to grow 


Such a growth is conclusive proof of 
the sterling worth of the magazine. Its 
spirit of helpfulness, its broad, practical 
treatment of the everyday problems of 
the commercial worker, its unfailing in 
spiration, and its unswerving devotion to 
the advancement of the short 
hand efficiency have put the Greac Writer 
far in advance of all other magazines de- 
voted to commercial education. 

The present than 
tains the high standard of other years. 
The various departments, the ambition 


cause of 


volume more main 


spurring editorials, the snappy accounts of 
shorthand and 
artistic shorthand plates, combine to make 
each number a treasure-trove of help and 


typewriting contests, the 


inspiration. 

Significant of the 
shorthand by professional men are two 
articles which volume 
“Shorthand for Professional and Business 
Men,” by Horace Dudley Greeley, and 
the article from the Western Medical 
Times entitled “Do You Keep Records?” 
both of which emphasize the importance of 
the man’s having a working 
knowledge of shorthand. This is one of 
the phases of shorthand growth in which 
we may look for significant developments 
during the coming twelve months. 

The subscribers to the Greco Wrirer 
are the cream of the stenographic profes- 
sion—young men and women who are 
bound to get to the top and who, not satis- 
fied with their present attainments, neglect 
no means of advancement. Our daily mail 
shows in a most interesting fashion how 
closely every page of the magazine is read. 
Every post brings comments, questions, 
suggestions for future articles, that dem- 
onstrate the weight of influence the Greaa 
Writer exerts upon its readers 

The entrance of our country into the 
world war has already given many short 


increasing use of 


appear in this 


business 
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hand writers opportunities for patriotic 
service. Many people are to-day studying 
shorthand both in schools and in special 
classes conducted by patriotic organiza- 
tions who had never given the subject se- 
rious consideration before the war broke 
out. 

Everything points to the conclusion that 
we are entering upon an era of unprece- 
dented growth in commercial education, 
and that there will be greater opportuni- 
ties than ever before for shorthand writers 
of more than usual ability. Ambitious ste- 
nographers will, we know, be quick to see 
these opportunities and will place pre- 
paredness for professional service second 
only to preparedness for patriotic service 

in many cases they will be synonymous. 
There will therefore be a greater demand 
than ever before for a magazine devoted 
to the interests of ambitious shorthand 
writers, and the editorial staff of the 
Greoo Writer pledges its best efforts to 
make the magazine fit this new need. We 
are confident that the support of the writ- 
ers and teachers of the system will not be 
lacking, for it has never yet failed us. 


ax 
o@gW 


Brevities 


Volume IV, No. 4, of Remington Notes 
is an interesting issue. The reading fea- 
tures are a short story, “The Wisdom 
of Caroline,” and a personal experience 
article entitled, “The Mastery of the 
Touch Method.” If your name is not on 
the mailing list, a request sent to the Rem 
ington Typewriter Company, 374 Broad 
way, New York City, will bring you a 
copy free of charge. 


* * * * 


Miss Nellie C. Collins, of the Galesburg, 
Illinois, High School, sends us a very at- 
tractive report of a speech made before 
the students of Galesburg High School on 
February 16, 1917. The Wednesday 
morning addresses are a regular feature of 
the work of the Galesburg High School 
and these speeches are reported by the 
members of advanced shorthand 
At the end of the school vear there is a 
complete file of these speeches, each with 


classes. 
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an artistic cover, a well-arranged title 
page, a brief sketch of the speaker, and a 
list of the students who are responsible 
for the report. Complete files of these re- 
ports are kept in the school library and in 
the Galesburg Club. Surely there could 
be no better means of fostering a spirit of 
school service and developing the ability 
to do practical artistic work in shorthand 
ind typewriting. 

* * * * 


On June 30, 1917, Mr. Oscar C. Shep- 
ard was married to Miss Esther Barbara 
Ruth Wendel, of Trenton, New Jersey. 
Mr. Shepard is an instructor in shorthand 
in the High School of Commerce, New 
York City, and during the present sum- 
mer session he is teaching shorthand and 
typewriting in Columbia University. His 
many friends among the eastern teachers 
are extending and best 
wishes to Mr. Shepard and his bride. 


congratulations 


* * * * 


The following clipping from a San 
Francisco paper will be of interest to many 
of our professional friends: 


The marriage of Captain Clarence EF. Heald 
of the California Coast Artillery and Miss Edith 
Hair of Alameda solemnized at Oakland 
yesterday. 

Owing to war-time conditions, the wedding 
was celebrated very quietly, only the families 
and a few intimate friends being present. 

Captain Heald is of the well-known Heald 
family of California. Prior to the opening of 
the war he was treasurer of Heald’s Business 
College, San Francisco. He now is in com 
mand of the Second Company, California Coast 
Artillery, National Guard. 


was 


The good wishes of many teachers and 
schoolmen will go to Captain Heald both 
on his own account and because he is the 
son of one of the most honored of the 
pioneers of commercial education. Our 
wishes go to him and also to his bride, who 
was a teacher in the Alameda High School 
and a loyal supporter of the Forward 
Movement in shorthand. 


* * * . 


Many stenographers and teachers have 


asked for a series of reporting plates which 


would furnish suitable material for short 
hand tests. Beginning with this issue a 
series of such plates will be run in the 
Reporters’ Department. 
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ecret of Fast 
ypewriting 


New method enables anyone to write 80 
to 100 words a minute without mis- 


takes. It’s allin the FINGERS! 


Doubles and Trebles Salaries 


Now, for the first time, has an idea been dis- 
covered which puts speed—great speed and ac- 
curacy—within the reach of every typewriter 
user. Almost overnight it has 


cause their fingers are not flexible or nimble enough. This 
new and easy method overcomes this at once—develops 
finger strength and flexibility by simple, easy exercises 
away from the machine—trains the fingers beforehand 
for their work on the machine—and the results border on 
the miraculous 


Particulars Free 
Write today for particulars which tell all about 
the wonderful gymnastic finger exercises and ex 
plain the New Way in complete detail. Let us 
explain how this unique new method will quickly 
make your fingers strong 





revolutionized the whole type- 


and dextrous, and bring 


writing situation 
Stenographers who formerly 
never exceeded 30 to 40 words 
a minute are writing 80 to 
100 words with less effort 
and with far greater accuracy 
than ever before. And their 
salaries have jumped from a 
meagre $8 to $15 per week 
to $30, $35 and even $40. 


Amazingly Easy for 
Anyone—Only 10 Lessons 


Why Aren’t Stenographers 
Better Paid? 


Why are most stenographers getting 
$15 a week—while others get $25. $30. $35 and 
even $407 Eight words tell the story It's noth 
ing in the world but lack of speed and accuracy on 
the typewriter that is keeping salaries down——that 
is robbing most stenographers of the pay they 
ought to get Think a minute. What is a sten 
ographer paid for? Isn't it for the fnished 
product——for the quantity and quality of letters or 
other typewritten matter you can turn out in a day? 
No matter how good you are at shorthand, you 
can never expect much increase in pay until you 
get epeed—real epeed—and accuracy on the type 
writer 


only $8 to 


Here are a few examples of how the New Way in 
Typewriting has already resulted in increased pay 


them under perfect control, 
make them extremely rapid 
in their movements—how in 
a few short weeks you can 
transform your typewriting 
and make it easy, accurate 
and amazingly speedy. We 
will also quote you our low 
price for the Course which 
gives you this splendid ability 
and shows you why you will 
get back the cost many times 
over, each year. If you are 
ambitiou 


No matter how low your 
present speed, no matter how 
labored your efforts, no mat- 
ow weak or clumsy your fin 
s now seem to be, no matter 
w little or how much experience 
y have had, no matter what 
ther courses you have taken, this 

method will positively bring 

the desired results, as thou 

ls of stenographers—and min- 


Letters from these 


Rales First Year 
$2,000 
480 


S. Shainin 2,400 
Marie Parker.. 180 
A. H. Gardiner 960 
Elsie J. Coster 260 


ter } 


4 





students 
others will be found in the free book. 
done for them it will do for you 


to get ahead—if you 
want to make your work 
asier—if you want to put 
more money in your pay 
envelope—write to us 

at once. You will be 

amazed when you 

know the speed 

300 and salary that ef 
240 is possible to 
360 stenogra 
phers and 


and from scores of 
What it has 


Ralse First Year 
P. W. Sellers...$ 200 
Joe G. Petmecky |,920 

B. Kerrigan 


Gentlemen 








rs, lawyers, reporters and wri 
1s well—have already proven. There are only 10 
ns, amazingly easy and fascinating A few short 
s of spare time study is all that is required 


Trained Fingers—The New Way . 


when training their pupils for 
piano, invariably give special finger exercises This is 
use the untrained way is not the right way. The best 
Its cannot be obtained—the fingers simply cannot be 
used correctly—unless the student Zovelese and strength 
ens the proper muscles. This training is even more essen 
tial to expert typewriting. The reason that so few peo 
ple can write more than 30 to 40 words a minute is be- 


pean music teachers, 


Please send me 

free particulars 
about the New Way 

in Typewriting This 
incurs no obligation on 


THE TULLOSS ay atta 
SCHOOL OF 2 
TYPEWRITING 


typists 
Tear off the coupon now while 
it is before you! 


ae 
4 Address 


Rtate 


LLOSS SC 
Springfi 


5 City 
Mail to THE. 
828 College Hil 


SPRINGFIELD 


IRE 


Please mention The Gregg Writer when answering advertisements. 
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Highest Grade ae 
| yA At Much Less Than t 
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Try It 10 yo $100 UNDERWOO! 
Days yl F’or $399 
Special Gfios 


if 
i jf To Students and Stenographe 


For a genuine No. 4 Underwood—the standard visible typewri 





complete with Water-Proof Cover, New Ribbon and Special Tow 
Typewriting Instruction Book—the machine that is today the leal 


Guaranteed to give complete, perfect satisfaction! And 

the publishers of the Greca Writer would never have accepted this 

unless they knew positively that you can rely implicitly upon every stalé 
ment, promise and claim we make. 


You Don’t Have To Buy!—Try It 10 Days Free 


At the end of 10 days’ trial—on your own work, putting it to every test yt 


ing typewriter of the world! Guaranteed to be delivered in perie 
| condition! 


please—if you are not genuinely satisfied, send it back at our expe 
We will immediately refund any money you have paid for express or 


livery charges. 
RENT ofits 
On Purchase Price 
You May or 
BU Y For Cash or Easy 
Payments 

Rent it—if you wish—at our surprisingly low rates. Then—at the end of six months 
you decide to own it, you can apply on the purchase price all the rent money you hs 


paid! Or—if it is not convenient to pay all cash down—we will permit you tom 
for it a little at a time, just as most convenient and easy for you. 


Get our offer No. 81—giving the complete details of this 5 


Proposition to Students and Stenographers. Send us your nat 
TF and address on the coupon —or a post card—today. 


lh TYPEWRITER EMPORIUM : 

COUPON ly in T 34-36 W. Lake Street, Chicago, lt 
' 

TODAY! CUA eva vaneaneanannenuggtill 


Please mention The Gress ¥ 
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CWT o rs 
‘ToaMake Twice Its Cost By Extra Work | 
peried hink how easy it would be for you to make extra money if you owned 
Andaathis highest- grade Underwood! Look at the money you could easily 
thisa™make in a few hours by writing manuscript—extra jobs of typewrit- 
y statammg, ete. You could write Short Stories—Photoplay Scen arios—Cor- | 
spondence for men who do not employ a stenographer regularly. 
Why, you can make twice our low price for this Underwood in a i 
: ee month—while you are still renting it! Write us today—and f 
arn the price! 


“\@-earn About Other Plan That if Send 
“Brings This UNDERWOOD i the 
This isa new plan—Our Agency Plan. Youare 
pede oe i f if COUPON 


ur nation-wide organization. You can easily get your 


send your nameand address on the coupon or a 
st card—and learn all about Offer No. 81. 


cuLdRTYPEWRITER EMPORIUM { rT - 
! | ae. t ss ~~ Typewriter 


hicago “- Emporium 
bo i . 34-36 W. Lake St., Chicago, IIl. 


nderwood free—by this new plan. Write—tonight { 


Send me immediately full facts about your Offer No. 81. 


0, a TLL a Name . 


St. or R. R. No. 


j "a City 
Te 


ee when answering advertisements. 
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Beautiful Gregg 
| rey of oli \c ap 


The New Gregg Fob 


is richly finished in rose gold and the design of Gregg 
ovals set within a laurel wreath is strikingly hand- 
some. The strap is of a good quality of black leather. 


Cannot Be Bought 


Although this is a fob that all Gregg writers may be 
proud to wear, it cannot be bought. You can secure it 
only by subscribing to The Gregg Writer. 





(Good until September 10 only) 
The FOB Until September 10, 1917, we will 
and One send the Gregg Fob free with your $ 
Year’s subscription to the Gregg Writer, e 
Subscription at the regular subscription rate of 


The FOB Send us $1.50 and we will send 
and Two you the Gregg Fob and enter your ‘ 
Years’ name fora two years subscription - 


Subscription to The Gregg Writer. 


Subscriptions may be either new or renewal. Yov.ow".ShS 2 
fer, no matter when your subscription expires. Simply merk “R° in the space 
left below for the month subscription is to begin, and we will look up your origi- 
nal order and date your renewal from the time your present subscription expires, 


TEAR OUT THIS PAGE, FILL IN YOUR NAME AND 
ADDRESS, AND MAIL TODAY 


Name 
Street and Ne. 
City and State..... 


Begin with... issue. 


THE GREGG WRITER 
24 East 28th Street New York City 
(Mail this page before September 10, 1917) 


Please mention The Gregg Writer when answering advertisements, 





oe 


writing 4 Office Siaining 


Conducted by Edward 

J. McNamara, 24 East 

28th Street, New York 
City 


HOW TO BECOME A MEMBER 
OF THE O. A. T.: Junior Membership. 
Open to students of typewriting who 
have not yet attained a speed of forty 
words a minute. 
The Senior Membership: Open to all who 
O.A.T. are interested in producing practical, 
Pin. artistic work of a high order on the 


typewriter, and who can write at the 
rate of forty words a minute or more for ten 
minutes, deducting five words 
for each error. 
Admission: 


Typewritten Designs 


ANY of our Senior members after 
they have qualified and received 


from the total 


Tests for The tests for both 


their certificates have shown that 
their interest in the subject of artistic 
typewriting was unabated by submitting 
voluntarily some additional work for criti- 
cism. We have always been happy to 
receive evidence of a live and con- 
tinued interest in typewriting skill, but 
unfortunately the selection of the design 
in which they are to show their skill has 
not always been a happy one. 


Designs to Avoid 

Our idea of a waste of time is for some 
one to sit at a machine for a half hour or 
an hour to print some motto such as “Ac- 
curacy First,’ by making a large printed 
“A” of all capital A’s, and a large printed 
“C” of all capital C’s, etc. Another favor- 
ite time-waster is monogram making on 
the typewriter. Some students will spend 
hours trying to find ingenious ways of 
blending letters and working them into a 
monogram representing their school name. 
Such designs are not valuable; neither are 
they artistic. The drawing of ships and 
flags and other objects is of little value, 
because these things are beyond the proper 
sphere of a typewriter; it is a misappli- 


A Clearing-house of 
Ideas for Typists and 
Office Workers 


Junior and Senior membership appear in this 
department each month. The tests may be 
practiced as often as desired, but only one 
specimem should be sent in. Each exercise 
should be typed on a separate sheet. All tests 
must be in this office by the fifteenth of the 
month following publication. An examination 
fee of twenty-five cents must accompany each 
test. Junior members pay no additional fee to 
become Seniors. A beautiful certificate of 
membership is mailed to all those who pass the 
test. A booklet giving full particulars about 
the O. A. T. will be mailed free. 


cation of an instrument, for these designs 
can be better executed with other devices. 
You might use a typewriter as an anchor 
and get good results, but it would be 
neither good seamanship nor good typing. 


Artistic Designs 

Artistry in typewriting does not consist 
in these fanciful distortions in the use of 
the machine, but in turning out work in- 
tended to be executed on the machine in the 
best possible manner. The dancer who 
reaches the artist stage does not excel be- 
cause of her freakish distortions, but be- 
cause of her grace, simplicity and rhythm 
of movement. In typewriting, artistry can 
be exhibited in the simplest work: the writ- 
ing of a letter, the typing of a paragraph, 
the centering of a title. It can be shown 
by doing whatever you have to do so that 
it cannot be improved upon; it is marked 
by painstaking care. A simple design 
worked into a border for decorative effect : 
a title page neatly typed and carefully and 
exactly centered; a tabular problem with 
straight, well-defined lines, numbers prop 
erly arranged, headings centered, and all 
details attended to—these are the things 
that will enable you to express your con- 
trol over the machine and over yourself. 
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This Month's Tests 
Junior 
Write two lines of each of the following 
words: 


Freed, rent, fudge, bucket, drifting, miner 


Make a perfect copy of the following 
paragraph, arranging it artistically on the 


page: 

Ideas, not gold, govern the world. Machines 
do much of the world’s work, but machines are 
human worker without ideas 
is only a machine. He is content to serve all 
his life, doing the same work over and 
again, making the same thing year after year, 
without progress, ambition or purpose. It is 
the thinking man who becomes master workman, 
perhaps proprietor. Ideas become to him an 
inspiration and force. They rally his intellec 
tual powers; and these control and develop his 
physical ability. Stupidity becomes a machine 
in the workshop of life, but ideas only can make 
William M Thaye r 


born of ideas. <A 


over 


t man 


Make a perfect copy of the 
paragraph, arranging it artistically on the 


following 


page: 

The Greene-Cananea Copper Company had a 
substantial increase in output of copper in May 
over April, but there was a material slump in 
silver and but a slightly better showing in gold. 
The production of copper in that month was 
5,948,000 pounds, against 5,348,000 pounds in 
April. The silver output in May was 183,809 
ounces and 1,199 ounces of gold, against 205,748 
1,193 of gold in the previous 


of silver and 


month. 

The May output of the Alaska Gold Mines 
Company was 175,215 tons of ore, against 165,- 
930 tons in April, and 162,796 tons in March 
The Goldfield Consolidated Mines Company 
produced 32,400 tons of ore in May, yielding a 


net realization of $52,500. 


Senior 


Arrange this material in booklet form 


and design an original cover for it: 
Five Ruces ror Gerrinc Ricn 

1. Spend less than you earn. 

2. Pay ready money, never run in debt. 

3. Never anticipate uncertain profits by ex- 
pending them before received. 

4. Keep a regular account of your earnings 
ind expenses. 


5. Start a savings bank account 


How Make You Ricu 


If you persistently deposit every week in the 
bank, assuming that the interest rate 
$ per cent, the result will be as fol- 


SAVINGS 


savings 
remains at 
lows 
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a week in five years will be $ 286.00 

” ten . $ 634.64 

five “ $1,430.48 

ten - $3,174.10 

Write the following letter, arranging it 
artistically on the page: 

Mr. C. B. McClain, Lewis & Clarke Building, 
Spokane, Washington Dear Mr. McClain: We 
are thankful to you, Mr. McClain, for your 
recent letter, for without these friendly criti- 
cisms from patrons we might not learn of de 
fects in our sy stem nor of carelessness of em- 
ployees until much mischief had resulted with 
losses beyond recall. Upon investigation, we 
find that one of our clerical force was careless 
and his superior who checked off the work also 
failed to catch the mistake; they both plead 
guilty and inasmuch as they are human, good, 
faithful, well-meaning young men, who really 
regret the annoyance to you and the exaspera 
tion to us, we first reprimanded, then forgave. 
We hope you will accept their apologies as well 
as our own, and are glad that you felt enough 
at home with us to give vent to your feelings 
all for our mutual good as well as the good of 


others. 
o 
7 a) " 
Hats Off Everyone 

O reads the editorial in the Commerce 

Bulletin for May, 1917, a novel book- 

let planned and printed by five enter- 
prising seniors in the School of Commerce 
of the Oregon Agricultural College at Cor- 
vallis, who became possessed of the desire 
to “put across something new,” as they 
frankly state. All who see this cleverly il- 
lustrated and ably edited paper will not 
be able to resist the impulse to take off 
their hats, as it is tastefully prepared and 
contains pertinent information on 
commercial education. The names of the 
resourceful editors are Tressa Churchman, 
De Etta Ingham, Clara Post, Ruth Nor- 
man and D. Morris John, who announce 
their intention to become commercial teach- 
ers, if they are not “conscripted.”” They 
offer to give suggestions to teachers who 
desire to work out a similar idea in their 
schools. 

Neatly printed on the mimeograph in 
black, with a green and red border design 
on each page, it is indeed an artistic crea- 
tion. The quality of the “copy” (to use an 
expression of th wspaper office) is way 
above the average found in such inspira- 
tions of undergraduate genius, It would 


some 
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do credit to editor. 

The office training department, accord 
ing to this Bulletin, ranks as one of the 
important and useful departments in the 
college. We told that students 
were enrolled in this department during 
the past year. Ten departments of the 
college were represented, the School of 
Agriculture leading with 94, and Home 
This 
is not only recognition of the popularity 
and utility of the course offered, but it is 


any metropolitan 


are 225 


Economics coming second with 79. 


O 
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evidence that the work in office training is 
being successfully correlated with that of 
the other departments of the college, a 
step bound to bring better results each 
year. 

The chief credit 
and success of this department is gener 
ally understood to be due to Mr. J. A 
Bexell, dean of the School of Commerce, 


for the organization 


who has wisely combined progressive poli 
with his efforts to establish 
an efficient course of business training 


cies earnest 


Business Characteristics—II] 


Tact 


MONG the most necessary charac- 
A teristics that go to insure success 

in business is that of tact. The 
word is rather significant in its etymology. 
It comes the Latin 
meaning touch, and it is particularly val- 
people. 


from word “tactus,” 
uable in dealing with “touchy” 
The one who possesses tact is able to dis 
cern just what will make an unfavorable 
impression upon others and avoids the dif- 
ficulty; it is the ability to perceive what 
is the right thing to do in any given situa- 
tion. 

Recently I heard of an instance which 
may serve to demonstrate in a practical 
way the necessity of tact. A gentleman 
who rather prides himself upon his ability 
in using good English happened to dictate 
to his secretary “the man asked for a sixty 
days’ option.”” It was a slip, but before 
it could be corrected, the secretary called 
attention to it by saying “an eight-day 
clock.” This “touched” her employer in 
the wrong place, and he stubbornly re- 
fused to acknowledge that he had made 
an error; he even went so far as to say 
that to modify the expression and bring 
it into agreement with the example she 
In the end, 
however, probably knowing that he was 
in the wrong, he changed it but could not 
bring himself to accept the suggested form 
and made the read “the man 
asked for sixty days’ option.” 

Now this is an instance showing lack of 


gave would not be correct. 


sentence 


tact. If the secretary had merely taken 
the dictation 
it in the document, probably no irritation 
would have If he noticed 
the change, he would have thought the 
matter out before asking about it, and he 
would have realized that the secretary had 
done her duty quietly and unostentatiously, 
and no offense could have been taken. As 


as it was given and edited 


been caused. 


it was, he was caught off his guard, and 
then hated to admit it. Of course, there 
is no defense for such an attitude on the 
part of the employer; on mature reflection 
he would probably realize that his attitude 
was childish, but we react to incidents like 
this differently at different times and with 
different people. The secretary, if she 
could discern that her remark was going 
to irritate, would be deliberately looking 
for trouble; if not discern it, 
she lacked tact, and found the trouble any 


way. 


she could 


Many Opportunities 


Stenographers have many opportunities 
to develop and exercise tact. One of the 
best chances to do this is in the way in 
which they handle callers who wish to see 
their employers. I know of a case where 
a stenographer’s tact saved her employer 
money. She 
and was thoroughly conversant with his 
affairs. In an adjoining office 
there was another lawyer who sometimes 


some worked for a lawyer 


business 
associated himself in special cases with 


her employer. He was also the legal rep 
resentative of a large corporation. He 
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died, and her employer wrote to the cor- 
poration offering his services. The over- 
ture met with little encouragement for a 
while, and it became known that another 
law firm was being considered. But one 
day the representative of the corporation 
called at the office while the lawyer was 
out. Now the stenographer felt that this 
was opportunity knocking at the door of 
her boss, and it was up to her to hold the 
opportunity until he could answer. 

The caller agreed to wait for the few 
minutes which she explained would elapse 
before the return of her employer, and she 
gave him a magazine. When the few 
minutes had slipped by she noticed that 
he began to get uneasy; he lost interest 
in the magazine and began to walk up and 
down. Finally she decided that if he was 
to be held, something must be done. She 
remembered hearing her employer remark 
in a conversation with someone else that 
this gentleman had once had a thrilling 
experience in crossing the ocean. She 
gradually started a conversation until she 
could introduce the topic of ocean travel 
without any perceptible jar. 

As soon as she did, the victory was won. 
He took the bait, as the followers of Izaak 
Walton would say, “hook, line and sinker.” 
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Once he got on the topic, he told how he 
was shipwrecked and was for several days 
in an open boat, and how the whole party 
owed the saving of their lives to a little 
toy whistle he found in his pocket. All 
she had to do for the next half hour was 
to listen. Just at the climax her employer 
came in, and before the man with the 
thrilling experience left, he had signed the 
papers making her employer the legal 
representative of the corporation. Tact 
did it. 

Callers 


Instances of tact could be multiplied 
easily, for they are the foundation of 
business life. It is tact that eliminates the 
friction. Who has not met the lady who 
calls to see an employer and refuses to give 
her name or her business to the sten- 
ographer or clerk. And who has not seen 
that clerk, instead of getting peeved about 
her refusal, begin chatting pleasantly with 
her about the weather, or the war, or some- 
thing else, and, in ten minutes, she has 
told her name and business, and every 
thing pertaining to her visit? 

Initiative, we found, was doing the right 
thing before everyone else was doing it; 
tact is doing the right thing, in the right 
place, at the right time. 


Q 


List of New O. A. T. Members 


Senior Division 





CANADA 
Jennie Webster 


ILLINOIS 


Essie Currie 
Clara Petersen 
Charles Petrie 
Mary Rademacher 
David Tuff 

Emma Webber 
Mae White 


ALABAMA 
Cc. V. Burt 

CANADA 
Francoise Boyle 
Katherine Lee 
Jennie Webster 

ILLINOIS 
Alta Donahue 
MASSACHUSETTS 
Mabel Hall 


INDIANA 
Irma Schulte 
MASSACHUSETTS 
Grace Houghton 
MINNESOTA 
Ida Bashefkin 
NEW JERSEY 


Joseph Dolan 
Irla Klock 


Anthony Pepe 
NEW YORK 
Helen McGuire 
NORTH DAKOTA 

C. Arnold Wilkenson 

OHIO 
Orville L. 
Annetta McClelland 


Junior Division 


MARYLAND 
Clara K. Schoenbauer 
MISSOURI 

V. May Wood 
NEW JERSEY 
Joseph Fedorko, Jr. 
NEW YORK 

Alice Donovan 
Bertha Kinne 


Mabel Penner 
Florence A. Weisen 
born 
SOUTH DAKOTA 
Anne M. Jilek 
TEXAS 
Violet Bierman 
WISCONSIN 
J. Bauman 


Longbrake 


Thomas H. McCreary 
Ruth Stackhouse 


OKLAHOMA 
A. V. Karcher 
OREGON 
Agnes Hemphill 
SOUTH DAKOTA 
Anne M. Jilek 


Frank J. Bersch 
Oscar Eggert 

Alice McDonald 
Gertrude Ohm 

Helen Reding 

Anna Severt 

Olive Smith 

Louise Spieckermann 
Monica Tautges 











Conducted by Alice M. 
Ilunter, 24 East 28th 


Street, New York City 








E have read many suggestions 
about the composition of business 
letters, but seldom have we seen 


so much real letter writing wisdom con- 
densed into so few words as in the follow 
ing from The Stencil: 

The shorter the better—-for more people will 
walk one block than two, and read a short letter 
than a long one. 

Make one point—and be content 
point be the all-important point. 

Write it—not as you have heard it, but as 
you would say it. And read it aloud, to see if 
you can catch yourself being oratorical. 


but let that 


If every one who writes letters for a 
living would read and apply these simple 
maxims, there would be much time saved 
by dictators and stenographers, as well as 
by the recipients of the letters, and there 
interesting and resultful 


Ww ould be more 


correspondence. 


i 


ev 


Reticence a Business Virtue 

The Syracuse Herald contains an inter- 
esting story of a business girl who learned 
through experience the importance of 
reticence about her employer's affairs: 

Many times during the course of her working 
experience the business girl is tempted to pass 
on to a fellow employee some bit of informa- 
tion which has come to her knowledge by acci- 
dent or by reason of her position. The tempta- 
tion is especially keen if she feels that in so 
doing she will benefit an associate. 

The experienced business woman knows the 
folly of gossiping of her employer's affairs, 
but the younger girl is apt to overlook the con- 
sequences and by her disloyalty bring embar- 
rassment and trouble upon herself and other 
employees. 








Letter Writing Suggestions 


A Forum for the Dis- 


cussion of Stenogra- 


phers’ Problems, Per- 


sonal and Professional 


The following experience of a stenographer 
might be of benefit to the girl who finds it hard 
to keep her own counsel. 

“For the last week I have lived in fear of 
losing my position and the misery of that time 
prompts me to tell my experience in the hope 
that other working girls may profit by my ex- 
perience and respect any and all information 
about business which comes to them in a confi- 
dential manner from their employers. 

“I am a stenographer working in a retail store. 
or a year my work consisted in taking dicta- 
tion from the salesmen of one of the depart- 
ments. Some time ago I was promoted and 
since have been acting as secretary to the vice- 
president of the firm. 

“The men in the department had all been 
courteous to me and were unusually considerate 
work; naturally I was interested in 
them and their work. About three weeks ago, 
while I was taking dictation in the private 
office of the vice-president, the general manager 
My boss indicated for me to remain 


about my 


came in. 

ind while I sat there they talked about increas- 
ing the salary of two of the men I knew. ‘The 
vice-president closed the discussion by saying 


he would talk the matter over with him the next 
day. 

“A half hour later, when one of the men came 
to my desk, I could not resist the temptation 
to tell him that he and one other salesman were 
to get a raise. Of course, I was sorry imme- 
diately afterward that I had told him, but the 
mischief was done and I proceeded to forget 
that I had acted dishonorably in passing along 
this information. 

“Two weeks later the salesman told me that 
he had never received the raise, but the other 
fellow had. As he thought he was entitled to 
one, he had taken the matter up with the man- 
ager. The manager, he told me, seemed dis- 
turbed, but put the matter off for a day or two. 
A few days later the vice-president called him 
into his office and asked him point blank if | 
had not talked to him about the raise. The 
salesman, fearing that I would lose my position, 
affirmed that I had said nothing to him about 
the matter, and though the manager has since 
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questioned him on several occasions he has stuck 
to his story. 

“I know I was 
imagine that I 


under and can 


suspicion you 


was danger of losing 


great 


my job. For several days the vice-president 
gave me no dictation. He finally called me 
into his office for dictation, but when another 


member of the firm came in he dismissed me 

“If I weren't stenographer I 
probably would have been dismissed on the spot, 
but I feel that I have been given another chance 
and am on probation 


such a good 


“I have learned my lesson and nothing now 
could induce me to talk about my employers 
or their business affairs 

OQ 
= 


The Ten Best Poems 
Several months ago we published a list 
of ten popular short poems and asked for 
The following 


material for a second list 


have been suggested : 

Matthew Arnold’s Dover Beach 

Tennyson's Crossing the Bar 

Tagore’s To a Portrait. 

Kipling’s Gunga Din. 

Amy Lowell's Patterns. 

Service's The Shooting of Dan McGrew 

Kingsley’s The Sands o’ Dee 

Longfellow’s Sandalphon 

Lowell’s Aladdin. 

Ingalls’ Opportunity 

i 
{2 
The Constructive Stenographer 

An article which shows a true apprecia 
tion of the stenographer’s responsibilities 
and opportunities comes to us from Mr. 
Walter Nason, Atlanta, Georgia, who, by 
the way, is now an enlisted soldier in the 
United States Army. 

In these busy days of commerce, with busi- 
ness schools of every class grinding out home- 
grown stenographers and embryonic secretaries, 
there is a more imperative demand than ever 


before for capable shorthand writers and 
typists. 
When a novice in the shorthand world, my 


trepidation was extreme when I thought of the 
large number of stenographers turned out in a 
single month by the commercial schools all over 
the country. I foresaw a superabundance of 
stenographers, resulting in a severe lowering of 
salaries in that field. 

However, my fears on this score have 
unjustified. There is a clamoring in fields re 
quiring the services of stenographers and, ac 
cording to statistics recently compiled, stenog 
raphers’ salaries have greatly increased. 

I dare that out of all those who have 
in the stenographic field with the 


been 


say 
out 


started 
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ivowed intention of becoming court reporters, 
two-thirds are still in the mediocre class. ‘Two 
thirds is a conservative estimate of all those 


the 


“stung.” 


who commenced with court reporting “bee” 
that have Already the dearth 
of competent court reporters is being felt, and 
the inefficiency of the average public stenog 
rapher is a tragic joke to the traveling man 
who requires letters to be written 

Every condition has its cause, as each cause 
must have its effect What, then, is the 
of this insistent demand for stenographers, with 
an increase in their compensation, together with 


been 


cause 


the failure of this condition to produce ste 
nographers of class and ability? This is a 
question propounded by the business world 
daily, and the failure to receive an intelligent 


reply to this interrogation has resulted profit 
ably to certain of machines 
But the truly high grade, capable stenographers 


manufacturers 


have never been so secure in their places as 
to-day. What is the secret of their positions, 
their permanence and their increasing com 
pensation ? 

The answer is contained in the title to this 
article. They are constructive stenographers. 


“To construct” means to build—but not neces 


sarily to build bridges or hvuses or war ships 
Here is the meat of the matter. Too often 
we are told that success in the stenographic 
field is dependent upon “mixing brains with 
ink.” Many of us require something concrete. 


We must have something tangible of which to 
build. Here is the open sesame, and it requires 
only your intelligent endeavor in a given direc 
tien that which you stoutlv affirmed 
you would be when first you entered upon the 
study of shorthand—an expert stenographer. 

The subject of a letter being known to you, 
and your dictation being given occasionally or 
always in an erratic or disconnected manner, 
jumping from such point then may be 
to “back in yonder put in so and so,” and then, 
with barely an inflection of the 
mencing at the point where you left off put in 
so and this class of work requires a con 
structive stenographer, and here is where a 
machine operator hasn’t a look-in; you have a 
complete and undisputed monopoly. 

And the demand for this type of stenog 
rapher will always be excessive, and can never 
be adequately supplied for two very good rea- 
First, like other treasures, they are 
scarce, and second, their merit is rewarded by 
advancement. The truly constructive 
rapher will soon find other constructive office 
work to do. The constructive brain is the 
brain of the chiefs of capital and industry. 

I once heard a noted lecturer affirm that an\ 
person who was an artist in his particular field 
of endeavor was entitled to the term “lady” or 
“gentleman,” and that no other could honestly 
claim that high title. Parasites are always 
parasites as long as they remain in that cate- 
gory, whether they ladies and gentlemen 
of leisure, or merely inefficient stenographers 


to become 


as you 
voice, “com 


SO 


sons, 


stenog 


are 


“Preparedness” is our country’s slogan; you 
may appropriate it quite advantageously And 
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to the embryonic constructive stenographer may 
I say: “Take care of the preparation; the op 
portunity will take care of itself.” 

Many executives are unwilling to supply a 
stenographer with the details of correspondence 
when affairs of great moment are _ insisting 
upon their time and attention. Your employ- 
er’s epistolary problem to-day is: Given one 
or two good ideas, plus one stenographer equals 

what? Upon your answer to his problem 
depends almost entirely the amount of your 
salary check And always, whether in business, 
or in court, the constructive stenographer is 
needed; when found he is cherished by his em 
ployers; his rise is meteoric, and his salary 
commensurate with the requiring nature of his 
labor 


Don’ts on the War 


R. PRESTON W. SLOSSON, of 
the history department of Colum 
bia University has drawn up a se 
ries of “Don'ts on the War.” 


them are: 

Don’t say My 
aren’t wrong. 

Don’t call national necessity and international 
justice by any name as vague as national honor 

Don’t say Wall Street or British gold or the 
Northcliffe press made this war. You don’t have 
to bribe a nation to make it resent the murder 
of its citizens. 

Don’t call every pro-Ally pro-British. Great 
Britain is only one of a dozen or so of the 
Allies. 

Don’t say that both sides think they are fight 
ing a defensive war. A man may honestly think 
that two and six are eleven, but it doesn’t make 
them so. 

Don’t call universal training Prussian mili 
tarism. It is no more Prussian than it is Swiss, 
French, British, Argentine, Japanese or Aus- 
tralian. 

Don’t say that we owe aid to France on 
wccount of Lafayette. We didn’t help France 
in 1870 and we were right not to do so. We only 
owe aid to any nation when it is fighting (as at 
present) in a righteous quarrel. 

Don’t say that it doesn’t make any difference 
to the workingman what country governs him. 
On the contrary, it makes more difference to 
him than to anyone else, because the rich man 
can spend his time in travel or buy his way 
into the privileged class if he finds political 
‘onditions oppressive. 

Don’t break into lyric praise of universal 
training as a school of democracy. Some armies 
ire less democratic than others, but all rest 


Some of 


country right or wrong. We 


upon a basis of command and implicit obedi- 
ence. The army may level the rich and poor, 
but it doesn’t mean equality between officers 
ind men 

New York World 
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Self-Reliance 

(The key to this plate will be given 

next month) 
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The Influence of Education 


(The key to this plate will be given next month) 


W. Taussig, Professor of Ex omics, Harvard U niversity 





de Reporter and His Work, 


Conducted by Fred H 

Gurtler, 69 West 

Washington Street 
Chicago, Ill. 


News and Suggestions 
of Interest and Value 
to the Shorthand Re- 


porter 


Some Questions Answered 


hav S Fe 


NUMBER of 
A cently 

who are anxious to prepare them- 
selves fully for their particular positions. 
Some of these questions seem to be of gen- 
eral interest, and I am glad to contribute 
my ideas for the benefit of the readers of 
this department. 


questions 


come in from reporters 


“Indicating” 


The first request for information reads: 
State what the reporter should enter in his 
notes when a witness indicates an object 
or a distance by gesture, without describ- 
ing it in words. 

My understanding has always been that 
the reporter is not in a position to use his 
judgment to any great extent. He is sup- 
posed to make a record of what is said in 
court and the attorneys and the Court are 
to make from a literal 
transcript of the proceedings as may be 
suggested. In making the transcript at 
the point where the witness has made a 
gesture or indicated an object in some 
other manner, the reporter may say “‘in- 
dicating’”’ in parenthesis. The reporter 
would not be permitted to give his guess of 
the distance indicated by the witness nor 
the particular object indicated. That 
would be a conclusion on his part. It 
would be interpreting the record, and that 
privilege the attorneys and the 
guard very zealously. For the most part 
the transcript would simply show “‘indi- 
cating” in parenthesis wherever the wit- 


such inferences 


Court , 


ness did in fact indicate something by a 
motion of the hand or the head. It some- 
times happens that an attorney will ask a 
question to which there will be no audible 
answer, but the witness will indicate with 
his hands a certain distance or a certain 
object which will be an answer to the 
question. In that case the record might 
look something like this: 


Q. How long was the fish that you 
caught? 
A. (indicating). 


When the Witness Is Called to the 
Jury Rail 


The next request for information reads: 
State what the reporter should do with 
reference to taking notes when a witness 
is called to the jury rail to describe a plan 
or model, and does not speak loud enough 
to be heard by the stenographer. 

The reporter is justified in saying to 
counsel that he can’t hear. The record is 
often as important as the trial. If counsel 
say they do not care for the explanation 
of the chart, the photograph or whatever 
it might be, there is no objection to the 
omission of it. This is unusual. The most 
satisfactory method is to require counsel, 
the court and the witness to talk up so 
that a record can be made of the proceed- 
ings. The reporter is within his rights to 
request it and if he does it tactfully he 
ought to meet with success. 
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Indexing for Ready Reference 


The next request of interest is: State 
how the reporter's notes may be indexed 
for immediate reference during a trial. 

Where the loose leaf style is used and 
the pages are numbered, an index may be 
kept on a separate sheet as the trial pro- 
ceeds. Each witness may be entered on a 
sheet with four columns after his name to 
indicate the main divisions of the exami- 
nation, as follows: 


Plaintifi's Witnesses 


Cross Redirect Recross 
Exam. Exam, 


Direct 

Exam. 
Wm. Henry 2 47 55 57 
John Williams 58 G4 67 69 
End of 


Plaintiff's case 72 


Exam. 


Defendant's Witnesses 
Direct 
Exam 
M. R. Platt 73 91 102 105 
Zadi Zodac 106 115 117 118 
End of 
Defendant's case 119 


Cross Redirect Recross 
Exam Exam. Exam. 


The index may be expanded to accom 
modate a greater number of witnesses and 
likewise a greater amount of detail, such 
as the impaneling of the jury, the open- 
ing statements of counsel, the usual motion 
at the end of plaintiff's case, the argument 
of counsel, and the instructions of the 
Court. 

Where the dictation is very rapid and 
it seems difficult to keep this index, the 
page on which a witness is called and the 
pages where the forms of examination 
change may be turned down slightly at the 
corner. 


Form of Heading 


The next question reads: James Ham- 
mond & Company are suing Robert Jones 
and William Smith (as individuals) in the 
Superior Court of Suffolk County, in this 
state. The presiding justice is Francis A. 
Gaskill. The docket number of the case 
is 14250. The plaintiff's attorney is Rob- 
ert M. Morse, Esq.; the attorney for de- 
fendant Jones is Alfred Hemenway, Esq.; 
and the attorney for defendant Smith is 
Henry M. Rogers, Esq. The case is heard 
before a jury. The date of trial is to-day. 
The first witness for the plaintiff is Samuel 
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Merrill. Write out in form the 
heading of the case down to and including 
and the 


proper 


the calling of witness to stand, 
usual first question and answer 


State of Massachusetts } 
County of Suffolk 
In the Superior Court of Suffolk County 


August Term, A. D., 1917 


James Hammonp & Company 

vs. 

Rospert Jones 
SMITH 


sND WILLIAM 


BILL OF EXCEPTIONS 

Be it remembered that heretofore, to wit, 
on the 15th day of August, A. D., 1917, 
being one of the days of said term of said 
court, before the Honorable Francis A 
Gaskill, one of the judges of said court, 
sitting on the common law side thereof, 
and a jury, this cause came on for hearing 
upon the pleadings heretofore filed herein 


Robert M. Morse, Esq., 
appeared for plaintiff ; 

Alfred Hemenway, Esq , 
appeared for defendant, Robert 
Jones; 

Henry M. Rogers, Esq., 

defendant, 


William 


appeared for 
Smith. 
And thereupon the plaintiff, to maintain 
the issues on its part, introduced the fol 
lowing evidence, to wit: 


SAMUEL MERRILL 
called as a witness on behalf of the plain 
tiff, having been first duly sworn, testified 
as follows: 


DIRECT EXAMINATION 
by Mr. Morse 


Q. What is 
Merrill. 

Q. Where do you live? A. 
Street, Boston. 

The forms in different courts vary, but 
this is the that used in 
Chicago. 

It would be interesting to have the read 
ers of this Department submit questions 
which they think will be of as much gen 
answered in this 


your name? A. Samuel 


5526 Milk 


form would be 


eral interest as those 


issue seem to be. 
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N. S. R. A. Notes 


The Speed Contest Abandoned 


S previously announced, the conven- 
A tion will be held at the Hotel Stat- 

ler, Cleveland, Ohio, during the 
week beginning August 13. 

President George A. McBride sends an 
encouraging report of the progress of the 
association. He announces that the Speed 
Contest will not be held. So many of the 
younger men and women, who form so 
large a proportion of contestants, are pre- 
paring to serve their country that it is 
felt that it would not be wise or fair to 
have a contest this year. 

It is earnestly requested that all mem- 
bers of the association who intend to be 
present at the convention will sign and 
mail the post card which was sent them. 


re) 
lowa Reporters Meet 


HE Iowa Shorthand Reporters’ As- 
sociation held its annual convention 
in Council Bluffs, Iowa, on June 29. 
“Education and Qualifications of a Court 
Reporter” was discussed by Mr. Curt 
Irish, of Des Moines. As a result of this 
paper and the discussion which followed, 
the following resolution was drawn up: 
Whereas, It is the object of this association 
to maintain the highest standard of efficiency 
in reportorial work in the courts of this state, 
and to render the highest character of service 
possible to the courts and litigants, and 
Whereas, The present statute provides for 
the appointment of shorthand reporters in the 
several courts of Iowa without designating any 
means for ascertaining the qualifications of such 
reporters; now, therefore, be it 
Resolved, By the Iowa Shorthand Reporters’ 
association, that this association expend every 
legitimate effort to bring about the passage by 
the legislature of laws for the organization and 
creation of a board of examiners, for the pur- 
pose of examining into and passing upon the 
educational and reportorial qualifications of 
shorthand reporters, and their certification by 
such board to act officially in the courts of this 
state. Be it further 
Resolved, That the secretary of this associa- 
tion furnish the members of the legislative 
committee elected at this session with a copy of 
this resolution, to the end that they may use 
their best efforts to bring about the enactment 
of legislation in conformity herewith. 
An interesting talk was given by Tom 
Wilson, the official reporter of Omaha. 
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Mr. Wilson brought out clearly the increas- 
ing demands upon the skill of the reporter, 
caused by the increase in the rate of speed 
in the conduct of court cases. 

An unusual honor was conferred upon 
Mr. J. A. Williams, official reporter of the 
Fifteenth Judicial District, with head- 
quarters at Council Bluffs, who was 
elected president of the association for the 
third successive term. Mr. Williams was 
formerly president of the G. S. F. and has 
many friends among our readers. 

The next meeting of the Iowa Short- 
hand Reporters’ Association is to be held 
in Des Moines in June, 1918. 


oO° 
High School of Com- 
merce Shorthand Club 


N the Commencement Number of the 
Commerce Caravel, the monthly paper 
issued by the High School of Com- 
merce, New York City, there is a very in- 
teresting article on the doings of the 
Gregg Shorthand Club. 


After attributing 
to the club much of the success of the 
school teams in the Metropolitan Short- 
hand Contest, where they won the first 
nine and the thirteenth places, the writer 
goes on to say: 

It is inspiring to see this group of boys 
working untiringly towards the goal of “speed 
and accuracy.” Each is an inspiration to his 
neighbor and the exit of the teacher from the 
room results, not in a few stolen whispers com- 
mon to school boys, but in continued regular 
dictation by one of the students. In the next 
room you will find a group of boys taking dic- 
tation at an almost dizzy speed. Dictation at 
the rate of 150 words a minute is to Speiser a 
thing of everyday occurrence, and his chief 
delight consists in having boys “jabber” away 
as fast as they can talk while his lightning- 
swift pen moves over the paper without a 
break; and one must also not fail to observe 
McKnight and Schneider, whose accuracy in 
high speed writing is enviable. 

That these boys should realize so early 
that speed writing comes only as the result 
of steady, persistent work and that they 
should be so willing to pay that price for 
it, argues well for their future success. 

The officers of the club are: President, 
N. C. McKnight; vice-president, R. Spei- 
ser; secretary, William Roven; student ad- 
viser, Willam Rosenberg; faculty adviser, 


Mr. O. C. Shepard. 
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Key to Reporting Plate 


long have vou been in the real estate 
About fourteen years. 
described as 


Q How 
business in Chicago? {. 

Q. Do you know the 
2013" North Avenue? A. 

Q. When did you first become acquainted 
with these premises or when did you first see 
them? A. In the latter part of® the winter of 
1912, 

Q. Under what 
property was submitted to us for purchase. I 


premises 


circumstances ? A. The 


went out and bought it. 

@. Did™ you go through the building at the 
time? A. I went through the store and looked 
up at the rear of the building. I didn’t go'” 
upstairs. 

Q. Did you talk with anybody 
time? <A. I did 

Q. With whom? A. Mr 

Q. What did he say at 
talked™ about the property. 

Q. Did vou see anybody 
don’t think so. 

Q. Did you notice any signs on the store at 
the time you" were there? A. I did. 

Q. What signs? \. An electric sign in front 
of the drug store 

q. Any others? A. I don’t know 
said Grant Park’® Drug Store or not. 

Q. Were there any other names on the front 
of the store? A. Signs of doctors who had 
their offices on the second® floor 


there at that 


Seneca. 
that time? 4. We 


else there? a 


whether it 


Q. After you went out *o see this property 
did you buy it? A. I did. 

Q. Individually? A. As a member of a syn- 
dicate. 

Q. It was afterwards™ 
dicate ? A. Yes, sir. 

Q. Of which vou were one of the trustees? 
A. Yes, sir. 

Q. At the time you bought this property was 
there™ any lease in existence on the property, 
do you know? A. ‘There were three leases. 

Q. Did they run to different parties \ 
They did. 

Q. Who had the*® lease on the drug store? 
A. I am not sure, but I think it is Mrs. 
Haley. It may have been the estate of Haley, 
but®” I know it was Haley. 

Q. Did you ever see Mrs. Haley? A. Never 

Q. When did you acquire title to this prop- 
erty, do you know? A. No, I* don’t remem- 
ber. 

Q. Have you ever seen Mr. Seneca since you 
were out there at the store? A. 1 have. 

Q. When and under what circumstances did 
vyou™ see him next after that? A. 1 saw him 
more or less frequently, I should say four or 
We had a building going up” 


purchased by a syn 


five times. near 
him. 

Q. Was he there every 
there? A. Every time that 
he was there. (397) 


time you went in 
I was in the store 


oOo 


Keys to Last Month’s Shorthand 
Plates 


The Call of the Hour 


The 
into the maelstrom of wasted 
Eu- 
nation has entered the 
No way 
Our national resources” 


We are at United States has at 
last been drawn 
blood and treasure in which the most of* 
rope is involved. The 
lists and accepted the gage of combat. 


war. 


remains but to go on. 
of money and materials 
must be used to any necessary extent in the 
venture upon which we are embarked. What- 
ever of doubt, whatever of difference of opin- 
ion, whatever of acrimonious discussion there 
mav have been among us heretofore, these are 
now things of the past. It’ is for the gov- 
ernment which represents us to act. It is for 
woman or youth or 
hands of the govern- 
ment and with it to make that 
action the most effective possible. The safest 
deal with the nettle, danger,” is to 


and food and men 


citizen—anan_ or 
to uphold the 


to co-operate 


every 
maiden 


way to 


grasp it boldly. Prompt, decisive, vigorous ac- 
tion now will probably hasten by months the 
end of the ordeal and save not only millions™ 
of treasure, but thousands of the lives of our 
best and bravest. 

To join whole-heartedly in the nation’s im- 
mediate task may be hard for® some of us 
whose ties of kinship reach across to some of 
the nations against whom we are now aligned. 
Most numerous of these will*™ be those of Ger- 
man blood among us and the heartstrings of 
thousands of them will be wrung by the neces- 
sity and duty of the hour.** And yet these 
should remember that in the dark days of the 
Revolution, Englishman was in the same way 
arrayed against Englishman; and each gave™ 
a good account of himself, whether he adhered 
to the king or espoused the cause of the Col- 
onies And brothers and uncles and cousins 
fought*” on opposite sides, no less loyally be 
cause not all the members of the families could 
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see their duty in the same light. This was 
true’ in an even greater number of cases at 
the time of the Civil War, when, upon the 
two sides in the conflict, brothers or cousins,™ 
or fathers and sons, faced each other, each do- 
ing his full duty in spite of the cry of the 
heart. 

And so to-day there is 
He who is not for us is against us. Whatever 
differences there may have been as to the 
proper action, discussion of this is no longer 
possible Every American citizen by birth or 
by adoption owes his full duty to the nation. 
And we shall see this**® duty rendered by all 
our people of whatever blood or origin when 
the particular service to be required is pointed 
out to them. 

The flood® of war is now upon the nation. 
We cannot in the emergency stop for elaborate 
surveys and the detailed plans and specifica 
tions for the erection” of the required dikes, 
planted with trees and faced with concrete, to 
control the floods of war. We must use sand 
bags and temporary timbering,” and other re 
sources and materials which are at hand and 
available for immediate service. 

We must train our army in the quickest and 
best way** we can; we must build our ships to 
carry men and supplies; we must increase the 
number of fighting units in our navy as 
hastily™ and effectively as we are able. We 
must train our prospective army and the offi 
cers who are to lead the troops in the most 
enlightened™ manner that seems possible under 
the circumstances. We must ascertain our abili- 
ties for the land transport of troops and sup- 
plies and know the productive power” of our 
for the raw materials of war 


"* no middle ground 


mines and fields 
and for our food. 

But those who are responsible for the edu- 
cation of the™ rising generation must do more. 
They must not only “do their bit” with those 
who meet to-day’s emergency, but, in the light 
of the present™ situation, they must make their 
plans and co-operate with state and national 
authorities for the establishment of such a 
system of public education as shall” result in 
an enlightened physical training. They must 
form plans by which we shall educate every 
citizen for the greatest productiveness in order 
that the™ nation may be made up of efficient 
units, each trained to the best possible service 
in private capacity in time of peace and un 
derstanding how™ to conserve their own and 
the nation’s resources; each of temper ready to 
respond to the call of public duty, whether that 
duty be in™ the way of conserving the nation’s 
material resources, or rendering civic and social 
service, or stepping into the ranks to bear arms 
for the nation. (775) 

From The American School, Milwaukee 


SS, 


v 
A Portrait of Yourself . 


It is the business of E. E. Rittenhouse, of 
the Equitable Life Assurance Society, to figure 
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on™ you 


when you will dic He keeps an eye 
all the time Not you personally, but you as 
an average American And here is his report 
about you as presented to the life” assurance 
presidents at their recent convention. You look 
smooth, pink and healthy You are a good 
liver (he said “are,” not “have”). You hurry. 
The™® medium death of the American 
people is forty-three! Your eyes have been 
strained by inside work: hence the 

Your teeth look” good, but they need 
tion. You are seriously overstraining heart, ar 
teries, kidneys, digestion—as the 
rapidly increasing death rate shows. You could 
detect'™ and head off these troubles if 
would go to a doctor for occasional exam 

ination. Under exertion you are shortwinded, 
due to lack of’ exercise or a bad heart. Your 
four hundred muscles are virtually all soft and 
weak from lack of You are designed as 
an erect’® outdoor animal, with feet and legs 
for service; but you lie down all night and sit 
down all day. You never walk when you can™ 
ride. The arches of your feet are gradually 
falling because the muscles provided to hold 
them up have weakened from long disuse. Your 
ancestors lived** on a farm: the proportion of 
people living in cities has increased 131 per cent 
in fifty years. You feed your stomach with™ 
all sorts of “tasty junk,” much of which 
cannot be fully digested, so you develop auto 
With every pound of fat you gain 


age at 


glasses. 
atten 
and 


nerves, 


you 


an 


us¢ 


intoxication. 


your chances™ of a shortened life increase. 
You eat 30 per cent more food than your 
grandfather did, and eat 374 per cent more 


You drink 19.8 gallons of liquor: he 
drank 6.4. You do this in spite of the repeated 
warning of insurance companies that mod- 
erate drinkers die 18 per cent faster than total 
abstainers, and steady drinkers 86 per cent 
faster. You spend 367°" per cent more for 
patent medicines and drugs than your father 
did; and drink 54 per more coffee. In 
your easy-going’ optimistic way you are 
cheered by the fact that the general death rate 
You fool yourself with the notion 


sugar.” 


cent 


is declining. 


that this means a“ green old age for you. As 
a matter of fact, the decrease in the death 
rate is due to the better care of infants. Not™ 


only is the adult death rate not decreasing, it 
is alarmingly increasing. Since 1900 the death 


rate from Bright’s disease has increased 15 
per™ cent, from diseases of the heart, 27 per 
cent. These are the diseases of adult life—the 
diseases of hurry and worry and overeating“ 
and nervous wear and tear. This is not my 
picture, remember. It is painted by Mr. Rit 
tenhouse, whose business it is to figure how 


for life insurance in 
will probably die be 
Mr. Rittenhouse 


much you ought to pay 
view of the fact that you 
fore you are fifty years old. 
says™ there is hope for you. An annual medi- 
cal examination, more exercise outdoors, 
food, more dentistry, no “booze,” more walking 
Most of all, no hurry nor 


less 


and less taxicabs. 


worry. Simple rules with a good chance for 
sixty and maybe seventy-five. (568) 
Bruce Barton 
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Every Man's Duty 


livery to-day is to stick to his 
last. Each one of us can do his part must ef- 
fectively by redoubling his endeavors at* the 
occupation in which he finds himself—railroad- 
ing or farming, mining or advertising, selling 
groceries or making shoes, banking or lumber- 
ing. All of our everyday” occupations have 
their great place in our industrial and commer- 
cial structure, and this great structure is the 
mighty force we have thrown into the war.” 
Our job for the moment is to increase our 
production and to make our facilities of dis- 
tribution equal to the burdens we must place 
upon™ them. In neither one of these jobs have 
we the tasks which all of the countries earlier 
at war had to confront in the second™ half of 
1914. Although not in the war in reality, we 
went through those days with the belligerents. 
By way of provision against” recurrence of 
such times we have since done a deal toward 
creating the nucleus of an organization for 
war, and in preparing our structure of™ 
finance, production and distribution for ex- 
igencies of war we made some real progress. 
Our organization for war is now taking form. 
Finance and industry are™ adjusting them- 
selves to the new national situation. This is 
a period of transition. In order that the end 
of this period may find the country™ puissant 
with confident vigor every man must bend him- 
self to his present job, solve its new problems 
and make it more significant in his com- 
munity.” Having done this, we can turn to 
the tasks of war, in later months, when they 
are ready for us. (270) 

The Nation’s Business 


man’s duty 


Map Making 


In map making, a drawing is made in India 
ink of the size the map is to be. All the letter- 
ing is put in with*® a pen, but merely to indi- 
cate the place where the type must print the 
names of the counties, towns, etc. When the 
drawing is® complete, it is taken to the engrav- 
ing room and turned over to the map engraver. 
This workman takes a smooth faced copper 
plate and blackens® the face by holding it 
over a smoking lamp or painting it with lamp 
black and then covers it with a composition 
made of wax™ and gum, laying on the com- 
position to the thickness of blotting paper. To 
get the composition even, the copper plate is 
slightly heated so that™ the composition will 
melt and run evenly. When the plate is coated, 
it is ready to receive a transfer of the draw- 
ing. The back of” the paper on which the 
map is drawn is covered lightly with black, 
brown or blue chalk and this chalked surface 
is laid upon the™ composition which covers 
the copper plate, and the engraver with a fine 
steel pencil goes over every line and mark in 
the drawing. As the™® steel point moves over 
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the paper the drawing i copied on the com 
position. The white and the 
chalk line stands out conspicuously. The* plate 
is now ready for the “graver,” an O shaped tool 
used by the engraver. He goes over the chalk 
lines, cutting out the wax™ composition to the 
copper plate. As the plate was first coated 
with lamp black, the work may be readily seen 
as the “graver” leaves a®™ black line wherever 
it touches the copper. The engraver does not 
cut out the letter. He sets the names up in 
type. He places the “™ type in a holder and 
then, heating the type slightly, presses it into 
the wax to the copper. The holder is so ar- 
ranged that the™ type can be set up either in 
a curved or straight line and this accounts for 
the various ways in which the names of towns,*” 
etc., appear on maps. 

In making a globe, twenty-four pieces of a 
single map are required. (368) 
From The Encyclopedia 


composition is 


Ge 
Creeds of Great Business Men 
Letann STANFoRD 


Leland Stanford was a rolling stone that 
gathered much moss. He kept on the move, 
and shifted occupations with ease and profit. 
Stanford was lawyer,” miner, merchant, manu- 
facturer, railroader, educator, politician, philan- 
thropist. He held that man’s highest duty is 
to “make good.” This he did, no matter where 
or what his® work. 

In his wanderings, Stanford journeyed from 
east to west—from New York to California, 
where he died. He was practicing law in Wis- 
consin when™ the gold fever of ’49 swept the 
country. Forthwith he hit the trail for Cali- 
fornia. As a miner, he gathered some moss, 
which turned” out to be dust. 

About 1856 he opened a store in San Fran- 
Soon he was merchandising on a large 
scale. The™ big thing was the easy thing for 
Stanford. All of us can think in hundreds, but 
only a few of us can think in millions.“ Next 
he tackled railroad building. It was Leland 
Stanford who drove the golden spike which 
marked the joining of the Central Pacific and 
the Union™ Pacific—the first railroad line 
across the continent. This brought the east 
and the west into close relationship, and stimu- 
lated all lines of business. 

Then™ he turned to the development of agri- 
culture. Great railroad men are great agricul- 
turists. The one helps the other. To improved 
farm machines, improved farm methods,™ and 
the railroads—to these we owe our wonderful 
progress. 

Stanford was godfather to the motion pic- 
ture. It happened in this way. In 1872” there 
was a deal of argument over the question, 
“Does a running horse ever have all its feet 
off the ground?” There were™ a number of 
guesses, and as usual most of them were wrong. 
An English photographer, Muybridge by 
name, who happened to be in California, of- 
fered™ to settle the dispute. He placed twen- 


cisco. 
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ty-four cameras in a row, all facing a race 
track. Opposite the cameras he built a high 
fence, and painted it white. To each camera 
he attached a thread and stretched it across 
the track. As the horse passed the cameras, 
the threads™ were broken, and the result was 
a series of instantaneous photographs. Muy- 
bridge arranged the twenty-four prints in their 
natural order, fastened them at one™ end, and 
by riffing them with his thumb gave an illus- 
tration of animated photography. Out of this 
rifle grew the motion picture—one of the” 
big industries of to-day. Leland Stanford fur- 
nished the track, also the greenback encour- 
agement. 

Stanford was California’s war governor, and 
he served as United States senator.“* His 
legacy to humanity—Leland Stanford Junior 
University—is the result of a dream. His only 
son was ill. Worn out with watching, Stanford 
fell asleep. He dreamt his son spoke to him, 
saying, “Do not mourn my going. Live for 
humanity.” While the dream was passing in 
the mind®™ of the father, the spirit of the son 
passed out and away. Immediately the father 
began to build, and in working out the destiny 
of” the University he worked up much of 
his creed. Like that of Stephen Girard, the 
body of Leland Stanford sleeps where he 
poured out his love and his millions. The 
work he left unfinished was completed by his 
wife, Jane Lathrop Stanford, a woman worthy 
of a chapter all her own. 

Success is a matter of application. Any man 
who puts his mind to a task, and backs it up 
with hard work, will win." Always be doing 
something, and, if possible, do it a little better 
to-day than it was done yesterday. Serve others 
if you would have others™ serve you. To be 
able to do the big thing to-morrow, do the little 
thing to-day. This was Leland Stanford—a 
man who did much,™ did it well, and who got 
paid for doing it. 

The amount of work one man can do when 
he really tries is remarkable. If by some 
process we could change our idle hours into 
work hours, what a wonderful world we would 
have. (669) 


© 


Bad Air 


Some well planned and painstaking work on 
the subject of ventilation has been recently car- 
ried out, in which valuable findings have been 


made concerning the™ influence of moisture 
and temperature and motion of the air upon 
those whom it surrounds. While those who 
have carried out these experiments, however, 
are” convinced of the effect of these physical 
states of the atmosphere, they do not go so 
far as to say that they have solved the” prob- 
lem of ventilation. Even those who seem most 
assured that there is nothing more to “bad air” 
than high temperature, moisture and lack of 
motion™ still show a quaver in the tone with 
which they make the announcement. If this is 
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125 


all there is to the problem of ventilation, why 
was it not solved long ago? Rooms have not 
always been superheated nor overmoist, and in 
many modes of ventilation there has been mo- 
tion of” the air. Again, if these simple faults 
in its atmosphere are corrected, the horrid smell 
of a badly ventilated room still remains, an 
odor that™ is often overpowering to one who, 
coming from pure air, suddenly makes its ac 
quaintance. Foul smelling air means air con 
taining foul material from the respiratory” 
passages, skins, clothing or alimentary tracts of 
the occupants of the room. It will have to be 
proved that these exhalations, these, “dead 
breaths of*™ men,” as Henry Ward Beecher so 
well called them, are not harmful before it is 
accepted that ventilation is purely a matter of 
moisture, temperature™’ and motion. (252) 
From The New York Medical Journal 


Actual Business Letters 


Mr. Albert R. Hopkins 
Youngstown, Ohio 
Dear Sir: 

Just three weeks ago our Mr. James had the 
pleasure of selling you a suit. 

We want the garment to give you perfect” 
satisfaction. If now after three weeks’ wear you 
should find that it does not fit just right, please 
call and let us make it perfect.” 

Our interest in our garments does not cease 
when we take your money. 

We hope we may see you often and hear of 
you frequently” through friends you may 
send us. 

Yours truly, 
0? 

American Machinery Company 

121 William Street 
Newark, N. J. 
Dear Sirs: 

From a previous knowledge of your work 
the writer believes that you will be greatly in- 
terested in the Productograph, a descriptive 
catalog of* which is being forwarded to you 
under separate cover. We should be glad to 
give you any additional information that you 
may desire regarding our” machine or to ar- 
range for your inspection of our nearest in- 
stallation. 

Should you upon investigation feel inclined 
to recommend this system to any of your™ 
clients, your courtesy will be sincerely appreci- 
ated. 


(83) 


The 


Very truly yours, (85) 
<> 
Mrs. Emma L. Bates 
Racine, Wisconsin 
Dear Madam: 

Your account is now 
wondering why we have not received a remit- 
tance or a reply to our recent letter.* 

A statement of the amount due appears at the 
bottom of this letter and we wish you would let 
us know if there is any error” in the account 
in order that it may be adjusted at once. 


overdue and we are 
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If the account is correct, a prompt remittance 

will be much appreciated. May’ 

check or a post-office order by return mail? 
Yours verv truly, (90) 


«> 


Mr. Charles S. Crosby 
W aterloo, 
Dear Sir: 
What would happen to an 
sentinel? The enemy would approach silently 
in the dead of night--and destroy it 
The* duty of the sentinel is to watch and 
warn before it is too late 
The National Cash Register is the 
of the retail store.” 
It is always on guard; it never sleeps; it de 
tects danger before it is too late. 
Your store needs a National—it can't be a 
traitor. It is your faithful ally. 
You should mail the card to-day 
Yours very truly, (90) 


lowa 


army without a 


sentinel 


0 


Mr. William K. Evans 
Tampa, Florida 
Dear Mr. Evans: 

I am sorry to say that the President was so 
rushed during his brief stay in Washington that 
there was no opportunity™ to take up with him 
your request for an appointment for a commit 
tee from your organization. As you doubtless 
President has been” 


will realize, the so com- 


pletely absorbed during the past few weeks in 
the consideration of matters of pressing impor 
tance that he literally has had no time for any- 


thing” else. I know you will understand and 
bear with me 
Sincerely yours (87) 


0 


Mr. O. E. Hunt 
Packard Motor Car Company 
Boulevard and Belt Line 
Detroit, Michigan 
Dear Sir: 

This will serve as an announcement that our 
new factory for the manufacture of Union pis 
ton rings will be in operation the 10th” of 
December. 

\ gratis test set of our product will be sent 
you upon receipt of blue prints or specifications 
giving the size of piston” rings you are using. 

The Union piston ring is the last word in 
the piston ring art. The illustration on the in- 
closed retail folder gives™ a good idea of its 
strong points. 

We shall be pleased to hear from you. 

Yours very truly, (93) 


<> 


Mr. E. D. Martin, President 
Rotary Club 
Morris, Illinois 
Dear Sir: 

During the past season I have had the pleas- 
ure of addressing the Rotarv clubs of Peoria, 
Illinois, Quincy, Illinois, Rock Island, Moline, 
ind™® Davenport, Iowa, on the subject of the 


WRITER 


we have your 


FOR AUGUST 

American Navy. I am inclosing press notices 
which will give you some idea of the nature of 
these” talks. 

It occurs to me that you might like to have 
this subject discussed before your club. If so, 
I shall be glad to quote” you available dates 
I may say that all my expenses are paid by the 
Navy League, so that you are under no financial 
obligation 

Faithfully (101) 


" yours, 


0) 

Mr. Philip P. Harrison 
Danville, Illinois 
Dear Mr. Harrison: 

The National Arts Club defense committee, 
on behalf of the club, has the pleasure of call- 
ing to your attention the inclosed announce 
ment™ of a prize competition among the writ- 
ers, artists and musicians of America. The 
idea, as you will readily perceive, is an indica- 
tion of the club’s® loyalty to our country and a 
desire to serve her in a fashion characteristic of 
the members’ professions. 

Will you not donate a certain sum,” however 
small, to the $1,000 fund required for this com- 
petition and thereby join your fellow members 
in this particular expression? We should great- 
ly appreciate’ some early response from you. 

In the name of our country and of the 
National Arts Club, 


Respectfully yours, (119) 


oOo 


Teachers’ Certificates 


HE following applicants have been 
awarded Teachers’ Certificates since 
the last announcement: 


Sr. Mary Areta, Glen Riddle, Pa. 
Fthel Beech, Kingston, Pa. 

Frances Bhear, Paola, Kans. 

Kathryn Bhear, Paola, Kans. 

Effie Butler, Lincoln, Nebr 

Lola I. Carr, Eagle, Nebr. 

Willamette Carroll, Wilmington, Ohio 
Charles W. Chittim, Springfield, Mass 
Genevieve Crabb, Green Buy, Wis. 

Sr. Mary de Sales, Glen Riddle, Pa 
Helen A. Farley, Springfield. Mass. 
Sarah J. Foster, Oelwein, Iowa. 

Alice Gildemeister, Springfield, Mass 
Ella Gossin, Pawnee City, Nebr. 

Sr. Mary Grace, Glen Riddle, Pa. 
Florence Deborah Haerle, Lexington, Mo 
John T. Hanigan, St. Benedict, Oreg. 
A. S. H. Hankinson, Montreal. Can. 
Sr. M. Honorine, Glen Riddle, Pa. 
Kathryn Humphrey, La Crosse, Wis. 
Effie D. Huxley, London, Ontario, Can. 
Gertrude Jacobson, Winnipeg, Can. 
Fmma B. Jelley, Findlay, Ohio. 

Sr. Mary Jeromina, Glen Riddle, Pa. 
Mildred A. Lawson. Victoria, B. C., Can 
Edward Lebold, St. Benedict, Oreg. 
Valeda Lee, San Francisco, Cal. 
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DEPENDABILITY IS MORE 
IMPORTANT THAN ABILITY 


— You Are Paid More for Being DEPENDABLE 
Than for What You Know or Can Do 


EPENDABLE shorthand notes are sharp and readable 
id at all times. Pencil notes blur with handling. Use 

blunts the pencil point, and makes the notes coarse and 
sprawly. Fine Compact notes are speedy notes. Pencil 
points break at the critical moment. 


Fountam 
Shorthand written with TDependable Pen is clear, distinctive 


and speedy. The flexibility of the pen rests you; the rigidity 
of the pencil tires you. 














Expert stenographers and reporters use the ‘“‘ Dependable” 
pen. The student and ordinary stenographer needs even more 
to use the “Dependable”’ pen, for SPEED, ACCURACY, 
LEGIBILITY, and ENDURANCE. 


I taught Gregg at Gregg School,was an Official Court Reporter, 
and am now writing Gregg on the reporting staff of Maclay 
Hoyne, Cook County’s ablest State’s Attorney. With the 
*‘Dependable” fountain pen I won the Gregg Shorthand 
Association of Chicago GOLD MEDAL in 1915 with 98.5% 
accuracy, and won speed certificates December 30, 1915, on 
175 and 200-word-a-minute speeds in the G. S. F. contests. 


THEREFORE, I can supply you with a “‘ Dependable” 
fountain pen suited to your needs. If you will send me a 
specimen of your shorthand notes on the paper you use, or 
ecrew —_ your longhand writing, with your $3, I guarantee to satisfy 
Style you, or to refund your money. Can you ask more? Don’t 
— expect less! 
Dependable Pen (improved Ten-Year Pen of Boston) is the good of all pens 
ET in one: self-filling and compact; air-tight screw cap that 
makes it impossible for ink to leak out of cap; 14K solid gold, No. 3 points, finest 
made; concave grip that spreads the area of nerve contact in your fingers and adds to 
you ENDURANCE; and the ten-year guarantee—all for $3. Gold bands $1 extra. 
Gold-plated ball-bearing grip (the ball revolves) at 25c; nickled at 10c; fits any pen. 
“The Price of Shorthand Speed” —FREE. (Please remit by money order or Chicago bank draft.) 


Get the DEPENDABILITY HABIT and ORDER NOW! 


HERMANN FREDERIC POST 
205 “H” N. Lorel Avenue Chicago, U.S. A. 
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I pre 











Please mention The Gregg Writer when answering advertisements. 





THE GREGG WRITER FOR SEPTEMBER 


POSTPAID [Show Card Writers Earn $80 to $200! 
a Month. Learn FREE 


We will furnish a thorough course in § Cerd 
Writing and Letter ABSOLUTELY FREE 

introdace our colors you will purchase an 
Assortment of Alpha Colors to use while prac. 
ticing. Particulars for stamp. 


ALPHA COLOR CO., Inc., Dept. A 
81 East 125th St., New York City 











“A Book to Keep at One's Desk’’ 


IGOOD ENGLISH 


By Prof. JOHN L. HANEY, Ph.D. 


_The best and most comprehensive book of its 
kind. Over 1,000 misused words and phrases ex- 


ROBINSON BUM val Only 25c., postpaid. Write for particulars. 
REMINDER . THE EGERTON PR 934 North 1ith Street 


Philadelphia, Pa. 

Tear Out When Attended To 
A valuable ideas lo«t in a! k filled with dead memoranda, or an im 
pertant engagement lnsed, may coset vou more than several degen 
Robinson Reminders, There are «ix coupons to @ page Put each note 


om @ separate coupon—tear them out when they cease to be of value Manufacturers, Educational Institutions, 
Mandenme leather case with porket fur special papers Public Stenographers and all Business Men: 


Reminder complete with extra pad 5 = nehes, postpaid, $1.00 


hee hen, Sa 5 : on Que upons to © page, complete with six extra pads, You will save money on typewriter ribbons and carbon 
etpaid, $1.00, New fillers 70c per doser per, if you will communicate with me before contracting 

Reais: ste te ag eH AH Sh or either large or small orders. 

Just the thing for advertisers. ORDER Now e 

THE ROBINSON MFG. CO., Dept. G., WESTFIELD, MASS. HARRY J. HENDERSON, Dunkirk, N. Y. 


VULCAN INK-PENCIL FOR STENOGRAPHIC WORK 






































Dependable for a lifetime. | Made right to write right. | Long or Short—Red or Black — Easy to carry. $1.00 
An absolute necessity. Promotes efficiency. Unequalled for general writing and stenographic work. Made of pure vulcanized, highly polished 7 
rubber with non-corrosive, darable writing point Lock-Cap prevents leaking. Extra size, 8 in. black only, $1.25. FREE, liberal supply Complete 
of ink with retall order. Agents Weated. Complete Catelog and Agents Proposition upon request. J. 8. ULLRICH & CG., 27 Thames St., Hew Terk Postage Prepasd 








The Stenographer’s Opportunities for Success 


A successful business man recently remarked that those of his salesmen who had received the benefit of a thor- 
ough stenographic training were his best result-getters. Shorthand training for the salesman has many advantages, not 
the least of which are that it brings the individual into close contact with the inside of the organization and at the same 
time develops the power of decision and the habit of accuracy. 

The producing end of any business is the one which offers the highest opportunity. Whiie you are making the 
most out of your stenographic training, why not prepare yourself for bigger and better position in the sales depart- 
ment? We can train you by our methods without loss of your producing time. Our Home Course in Practical Sales- 
manship covers every phase in sales work from the foundation to the duties of Sales Manager and Sales Specialist, as 
well as complete instructions in How to Secure and Hold a Position, How to Establish Yourself in Business, etc. 


Write for our free booklet —“* The Story of Bill.” 


THE J. F. ELAM SALES SERVICE, 130 North Fifth Ave., Chicago 








Save Your Time and Your Eyes! 


Don’t waste your time and strain your eyes bending over a notebook. 


““ O-B BINDER 


your notes are at just the right angle for comfortable, rapid reading. You can 
do more work and do it more easily. 

BUT—in addition to being the finest notebook stand on the market, it has these 
advantages: 1.—A firm leather-bound cover that can be readily inserted in the 
average coat pocket. 2?.—An ever-ready bookmark to show the next page for dic- 
tation. 3.—A place finder to show the point at which to resume transcribing. 4.— 
Can be used with a looseleaf or bound notebook. 5.—No pins to tear the fingers. 


Try one for ten days, and see whether you can afford to be 
without it. If it isn’t absolutely satisfactory, send it back and 
ee netpes we will return your money. 


axe cca tat New Jersey Manufacturing Company West Hoboken, N. J. 


De not send stamps 
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Be Sure to Send for This Wonderful Free 
Book Before You Begin the Study of Law 


No matter which school, or which course, 
may be considering; no matter which method of 
law instruction you may favor, you should read 
“How to Acquire a Legal Train \—- # before you 
enroll. It is the pay FREE on Law ever 
Do how to ue y and judge the 
‘ ofa 2: correspondence Shea Do you know 
just what a Law Course should contain to give you 
f the training that is absolutely necessary for you to have in order to succeed in the 
In addition . Legal Profession? Do ree know how to decide which course meets your individual 
needs? This wonderful book will tell you! It will give you just the information 
to these you need. It will point out ways by which you can save both time and money 
in acquiring your legal education. It will show you the easiest and — 
60 by which you can become a lawyer by studying at home. It also explains 
about our 


new pocket Wonderful New System of Correspondence Instruction 


size ' ANYONE CAN LEARN LAW AT HOME NOW. NO NEED TOGIVE UP 
& YOUR OCCUPATION, This wonderful new law course brings class room in- 
text books ¥ struction, lectures, examinations, etc., to you right in your own home, You can 
, Soeqme a lnuysr popadving during your spare treo a each qvening. 
each tu . volumes form e complete series 0 w text 
Ss dent e books EVER PREPARED FOR CORRESPONDENCE IN pe eae ae Written 
i for the American School of Correspondence by 66 of America’s greatest 
receives thorities, including deans and professors in leading resident universt lew 


yy ud of fodern) tne Bt ate courts, and promine nt practici at 
Van RD, a LE. NE PENNSYLVANIA. CHICAGO, WI8C0O SIN  LELINOIS, 


MICHIGAN tr &-—?F ‘universities have contributed to this wonderfu 
of legal talent. No other correspondence schoo) uses these remarkable law texts. 








and this : other school can supply them. 
America’s Newest and Best 


13 volume 7 Correspondence Law Course 
“Library of 28 more —_ = more Authors than any other 








American ee 
Thirty-six case books and handsome 13 volume law reference library, “‘American Law 
and Practice,” in addition to the 60 pocket text books. Everything rig ht down to date, 
anon branch of the law thoroughly covered. Written in plain, simple, easily under- 
uage. Al! legal terms thoroughly explained and made perfec tly clear. 100 per 
coms mie ciency in law instruction. Simple method makes it possible to get ALL the 
knowledge contained in the complete course. Pocket size text books enable you to study 
under any and al! conditions, You can have your lesson always in your pocket—with you 
at all times. Take advantage of every spare moment. Baves time eans quicker ad- 
mission to the bar. The easiest, best, most complete and practical correspondence law 
course ever devised, 


The World’s Greatest Correspondence School 


tent” only To. aa oa school in the United States chartered solely as an educa- 
institution for the 1 of its students, not as a commercial enterprise for 


the benefit of stockholders. Has graduated a larger percent- 
e of its students than any ot ther or correspondence school in 
world, Positively the best for XOU. 
American School of Correspondence 


Special Law Book, “How To Ac- S8th St. and Drexel Ave., Dept. 7626 Chicago, Ill, 


r e wane 6 what pay — Gentlemen:—Please send me your FREE Law_ Book, : 
Sioa for it today. Eliminate ail “How to Acquire a Legal Training.’’ and tell me all about 
possibility of failure. Be Sure of B zor saaestal new system of correspondence law in- i 


in the and mail it today. Better do it 
RiceT Nowir ? orm 


American School ( 


fc d Chicago. USA, 
orrespon ngonee. go. 





mene cine 
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a ; : 7 
Higgins’ 
Eternal Ink 


Writes EVERLASTINGLY Black 


Good in Fountain Pens 












~ 



















them bh ae : 
the kind of memo 2-0z. bottle, by mail 20 cents 
ought to have and t the kind 

you canhaveifyou willgive At Dealers Generally 


me ten minutes of y 
spare time daily for a ow 
weeks. I will make your 
mind an infallibleclassified 
index of the things it is to 
our advantage to remem- 
tt you power tocon- 
centrate, overcome self-con- 





CHAS. M. HIGGINS & CO., Mfrs. 
271 9th Street Brooklyn, N. Y. e 





hol aes eles:su-ctelel-te Ass telacie! 





sciousness, enable you to , 
on your feet, address Those who Prepare 
an audienceintelligently with- for Civil Service = seee= 





exams. by taking 


out hesitancy and without notes. our Post Gradu- 


Washington 







$1500% 


At ~~ o 


t 
Entire nae | of instruction based on Governmental Haas 
School of experience of last 10 years. Get thistraining that will land you ia 
s a oF 





ying $900.00 to $1500.00. Send for Free Book—“The 
Govcenmaat. Stenographer”—and names and letters of our gradu- 





‘ , 
thousands of ab my we STOP FO RORTTNG=-aded them to ates whe have wen Washington peskions, 
greater business and social succese—I know positivel that the . Cc. MeDAIGEL, President 
tenacious memory, Coes’ behind Cedar Rapids, iowa 
f the race for success, ces and onen out- Box 2000 





ie fargetful rival. The pW 5 “of commercial and 

essional life are so exacting in their details of facts and 

to be remembered, that to succeed or even bold your 
simply must possess a good memory. 


Remarkable Lane A Test Free 
elusive 





Makes Old Ribbons New 


Seae- Ribn makes your old dim ty gqeriter and 

other ribbons write like new and | a 

third | ‘ soeer Bimpty apply to to Four 
mor any 









20 ribbons. Pasily 
app! ied—takes but 
minute. No soiled hands. 
Big houses order by denen. Or- 
der « trial vial today or send a dim rib- 
bon with l0c coin—we'll retura it renewed. 

nu-Ribn Co. 449 FE. Charch St, Marshalitown, Is. 
Deets Branches in Canada, England, Australie 


MY EFFICIENCY BOOKS——“ 




















BECOME A “COURT PRACTICE” contains over 40 pages 
of testimony; 1600 phrases, with key This b 
is used in over 100 schools. Single copy, 60c 
“GETTING THE POSITION” tells how to get 
a better job Full of helpful ideas. First edition, 
about exhausted, selling for 25« 
And Increase Your Monthly Income Return book in 5 days if not entirely satisfactory 
and money will be refunded 
The Bennett Home Study Courses will enable you _ : 
T FRED H. GURTLER 69 W. Washington St., Chicago, Ill. 





to double your earning power The competent 
stenographer-bookkeeper is seldom out of employ- 
ment, and this combined ability commands 
increased pay for both men and women. We give 
courses in Bookkeeping, Accountancy, Auditing, 
Business Law, Corporation Accounting, Bank 
Book-keeping, Cost Accounting, ete Under 


























personal direction of R. J. Bennett, C. P. A., wk . yale. Cc. 
irector. Send for catak actory 
Direc md for catalog e of ony . Tro 
BENNETT ACCOUNTANCY INSTITUTE Sees S15 
259 FARRAGUT PLACE $3 PHILADELPHIA, PA. @0 percent on each machine. 
Write for it. C. E. GAERTE, President 
QEARSORM TYPEWRITER EXCHANGE, DEPT. 500, CHICAGO, ILLINOIS 
wa THE SIMPLICITY i. 
r ze SIMPLICITY COVER ATTENTION SUBSCRIBERS 
: THE GREGG WRITER is published on the fifteenth of each 
. 10 Big Helps in 1 Little Cover “= The cubseription list fe cunetante revised on the 
\ 5 SAV YOUR | Increase your speed. No loose twentieth of the month preceding. @ No chance of address can 
pe te yt Se. Sa be recorded with the current issue unless the notice is received at 
pleasure. Caves, easel, “Kneeboard, copy- “holder, eT nan Galion te alee ——y! aa ~~ at, ~ ou can 
line pointer, pencil pocket, centering and tabu- receive it by notifying the local postmaster—or we will send 
a ede rd omen, . we sinter. Self. you « duplicate copy upon receipt of ten cents in stamps 
adjusting, a. dura’ conts, By Mall, © D., 68 cents. 2 
JOHN P. McENROE, 121 Fulton Street, New York THE GREGG WRITER, 24 E. 28th St, NEW YORK 











THE NEW 


KIMBALL DICTATION OUTFIT 


Gives you home dictation — any time—all the time 
—at less than school prices. Send for circulars 


J. N. KIMBALL, Stenographic Expert 


1358 BROADWAY 88 st 38 38 NEW YORK, N. Y. 
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TYPEWRITER SENSATION 


Free Trial 
Use As You Pay 
Only $2.50 a 
month until the 
low total price 
of $48.80 is 
paid, and the 
machine is 
yours. 


This is absolutely the most gener- 
ous typewriter offer ever made. 
Do not rent a machine when you 
can pay $2.50 a month and own 
one. Think of it—Buying a $100.00 
machine for $48.80. Cas rice, $45.45. 
Never before has anything like this been 
attempted. 


THE 


GREGG 



















MAYBE you think that your work is 
satisfactory—but does your employer 
think so? Hoping and waiting won’t 
bring you bigger pay and a better posi- 
tion unless you improve your efficiency. 


Is your speed increasing daily? Are - 
your notes more legible now than a Standard | C S th 
week ago? If the chance to step into Visible e e mil 


an important position came to-day— 
could you accept it and make good? 


URTLER’S 


Efficiency Course 

for Stenographers 
Prepared Entirely and Directed Personally 

by FRED H. GURTLER 


Here fs an easy,simple course tn effi- 
ciency methods that is helping hundreds of 


Perfect machines, Standard size, Keyboard 
of Standard, Universal arrangement wereng 
84 characters—universally used in teaching the touc 
system. The entire line of writing completely visible 
at all times, has the tabulator, the two color ribbon, with auto- 
matic reverse, the back spacer, ball bearing type bars, bail L -as- 
ing carriage action, ball bearing shift action, in fact every late 
style feature and modern operating convenience. Comes to you 
with everything complete; tools, cover, operating book and 
instructions, ribbon, practice paper—nothing extra to buy. You 
cannot imagine the perfection of this beautiful reconstructed 
typewriter until you have seen it. I have sold several thousand 
of these perfect latest style Model No. 2 machines at this bargain 
iy and every one of these thousands of satisfied customers 

ad this beautiful, strictly up-to-date machine on five days, free 
trial before deciding to ber it. I will send it to you F. O. B. 
Chicago for five days’ free trial. It will sell itself, but if you are 
not satisfied that this Is the greatest typewriter you ever saw, you 
can return it at my expense. You won't want to return it alter 
you try it—you cannot equal this wonderful value anywhere 














advanced Gregg shorthand writers to geod 
positions and big salaries, Herein a short, 
understandable way, under my personal 
direction by mafl, you can quickly acquire 
@ shorthand speed and accuracy that would 
take you years toacquire unaided. Ishow 
ou how to do mere work aad better work — 
— to speed up under pressure and make 
motes that are - my clean-cut and easy-to- 
fead. My way gives you the benefit of effi- 
ciency principles that have helped me to 
win some of the highest honors in the short- 
hand writing world. 
No matters how humble your ambition 
FRED H, GURTLER may be, iknow that I one you Become 
rR a better stenographer with bigger pay an< 
dhe Miner atime * 4 an advanced position. No matter how 
2 ~ _* slowly and laboriously you now make your 
Author of Court Pree sotes—I know that my efficiency m s 
tice" and “ Getting the wil) quicken your 5 and make you 
Position."’ more accurate. Surely then, it is worth 
your while te at least out just what my 
Fficiency Course really is—to learn how the application of these 
efficiency principles can help you. 


Just Mail this Coupon Direct to Me To-day 


Let me tell youall about my Efficiency Course for Sten . 
Let me show you how it is helping others and how ft will help you. 
Sending the coupon places you under no obligation. Send it now 
and get all the facts. 


You Take No Risk—Put in Your 


When the typewriter arrives deposit with 
er Now the express agent $2.80 and take the 
machine for five days’ trial. Ii you are convinced that it isthe 
best typewriter you ever saw, keep it and send me §2.50 a month 
until our bargain price of $48.80 ts paid. If you don't want it, 
return it to the express agent, receive your $8.80 and return the 
machine to me. I will pay the return express charges. This 
machine is guaranteed just as if you paid $100.00 for it. It is 
standard. Over one hundred thousand people own and use these 
typewriters and think them the best ever manufactured. The 
supply at this price is very limited, So pees eee be 
when my next advertisement appears, so " Ls a 
Fill im the cou te- i to me—the ty will 
shipped promptly. There is no red tape. 1 employ no solicitors 
—no collectors—no chattel mortgage. It is sim understood 
that I retain title to the machine until the full $48.80 is paid. You 
cannot lose. It is the greatest typewriter opportunity you will 
ever have. Deo not send me one cent. Get the coupon in the 
mails 


Harry A. Smith, 668, 231{N. Fifth Ave., Chicago 











H. A. Smith, 668, 231 N. #ifth Ave., Chicago, Ill. 


Ship me a No. 2 L. C. Smith F. O. B. Chicago, as described in this 
advertisement. 1 will pay you the $40.00 balance of the SPECIAL 
$48.80 purchase price at the rate of $2.50 per month. The title to 
remain in you until fully paid for. It is understood that I have five 
days in which to examine and try the typewriter. If I choose not to 
keep it I will carefully repack it and return it to the express agent. 


a FRED H GURTLE 1605 Title & ° Ill + kt is understood that you give the standard guarantee for one year. 
. : Trust Bidg., 0, Ul; 

‘ Tell me all about your Efficiency Course for Advanced Gregg s BAT oc ccccccccccccccceeseescesesocs eevecccees eves 

. Shorthand writers s 

* (Write your name and address in the margin below) bd 

7 : SEDER. 00000 0k0bbbbeentoconeeees ocscccocccones . 

a . ¢ 

s Se eae ee ee 
a ie Mc 
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The “Silent Smith”— 


The Typewriter for Executives 








The executive of big responsibility, for whom there do not 
seem to be hours enough in the day, often wants his secretary, 
with her machine, at his elbow. The noise and clatter of the 
typewriter, however, have overbalanced the advantage of location 
and in despair the typist has been moved into another room. 


An obvious convenience has been denied the executive on 


account of noise. 


Realizing the demand for a much more quiet, standard 
machine than has ever been made, the L. C. Smith & Bros. 
Typewriter Co. recently placed on the market Model 8—‘‘The 
Silent Smith.’’ The degree of silence attained in this typewriter, 
as compared with the ordinary writing machine, is hard to ex- 
press in figures, but if you can imagine a fifty to seventy-five 
per cent reduction of noise, you will come pretty close to a true 
idea of what the ‘‘Silent Smith’’ will do. 


This is worth looking into, Mr. Executive! Let us de- 
monstrate Model 8 to you. 








For free, handsomely illustrated 
descriptive catalog, write the 


Ba 42 Smith & Bros. 
Typewriting Co. 
Factory and Home Office 
Syracuse N. Y. 


Branches in all principal cities 
Full line of Standard and Silent models 
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TEACHERS’ AGENCIES 




















cee California to Florida! 
POSH lON\ Coleman Hall Bush, author of ‘*‘ Uniform Business 


Law,” crosses the continent to head the Commercial 
Department of the great Duval High School of 


( ( MMI R« \| Jacksonville. Our Service covers the country. Emer- 


| AC all RS gency vacancies now. Accounting in State University, 
$1800; State Normal, $1600, etc., on down. May 


» aid you. 


OUR we 
SPI CIAI ly The Specialists’ Educational Bureau 


ROBERT A. GRANT, Manager 316-17-18 Nicholas Bldg., St. Louis, Mo. 








LEE E. AMIDON, Manager 


THE BREWER TEACHERS AGENCY 1303 Auditorium Building 


Established 1882 CHICAGO 








Among other positions we have recently, filled, C. J. Bannic i. forperty a4 Cosbangale, Pa., 
then of the ool oO ommerce 


° 
A a l n Business College, later of the Rome, N High School, an 
of Northwestern University, was engaged for the Technical High School, Oakland, Cal. 
In 1914, we sent Miss Carrie L. Comings, of Durham, N. H., to this school, and in 1915 Miss 
is. 


3 to 1 Harriet ‘Mason, of Racine 
All are college graduates and all began at a generous salary. May we help you? Enrollment free. 


THE NATIONAL COMMERCIAL TEACHERS’ AGENCY 
E. E. GAYLORD, Manager (A Specialty by a Specialist) 35 Ocean Street, Beverly, Mass. 


FISK TEACHERS’ | Over 43,000 Positions Filled. 33d Year 
NSEC te ee ees ear ead 
28 EAST JACKSON BOULEVARD, CHICAGO | BEST EQUIPPED Teachers’ Agency in the 


United States. 
Ba Circular and membership form sent on application 











OTHER OFFICES:—Boston, New York, Washington 
Denver, Portland, Berkeley, Los Angeles. 











Northwestern Teachers’ Agency ipano 


The Largest Agency West of Chicago—for the entire West 
Only and Alaska 


We place the majority of our teachers in the summer and early fall. Write immediately for free circular 








YOU WANTED THAT POSITION 


Did you get it? In “Teaching asa Business” you may find the reason why. This booklet is sug 
gested by our own observations of thirty years of the successes and failures of applications 


Du san Rechene, Gach. TT TRLLS BOW. Sent treo. 623 South Wabash Ave., Chicago 








“The best laid plans of mice and men”— 


do sometimes, as Burns tells us, go awry Possibif yours have done this Possibly you have been expecting to 


secure a certain position, but find, at the last moment, that you cannot 

What will you do HUNDREDS of the best Commercial Teachers could advise ye u aright 
the ‘CONTINENTAL’ at Bowling Green, Kentucky. They always have good openings 

Forget your troubles; turn your thoughts to other and better position enroll IMMEDIATELY for the 
wider opportunities which we can put before you 


CONTINENTAL TEACHERS’ AGENCY, Inc. Bowling Green, Kentucky 


“Enroll with 
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Midland Schools Teachers’ Agency 


602 Youngerman Building, Des Moines, Iowa 


Will enroll good teachers. 


Will place those teachers in touch with the best paying positions in the Mipp.e States, and the 


Great West and NortTHwest. 


Will ably assist worthy teachers to deserved positions. 


Will send full particulars on request. 


Write for our 


C. R. SCROGGIE, Proprietor and Manager 


plans to-day 








WE RECOMMEND 


when asked to do so by employers direct. 
Normal and Public Schools our patrons. No registration fee n 
WESTERN REFERENCE & BOND ASS’N 


More than 11,000 brainy men and women placed by us. 


TEACHERS ONLY 


Universities, colleges, 
ecessary for good commercial teachers. 


698 Scarrit Bldg., KANSAS CITY, MO. 








COMMERCIAL 


TEACHERS 


LET US GET YOU A 


BETTER POSITION 


AT MUCH LESS THAN REGULAR 
AGENCIES CHARGE 


We not only get you a position, but we 
make you worth more in that position 
by helping you with the problems and 
difficulties which arise while teaching. 


IT WILL PAY YOU TO 
INVESTIGATE 


The C-G Service, Des Moines, lowa 











103 Open Jobs 
for Stenographers 








These positions are not imaginative, 
nor have they any strings tied to them. 
They are bona fide openings with the 
best concerns in and around Chicago, 

aying $10 to $25 7 week, both 
MAL and FEMALE. 

Remember, we are the largest 
Agency in the world placing high 
grade help exclusively, and we make 
a specialty of BOOKKEEPERS and 
STENOGRAPHERS. 

Write us in confidence your expe- 
rience, stating exactly what you want 
regardless of where you are located. 
A large proportion of our business 
is out of town. 

Let us get you out of that RUT, or 
put you in a position, the kind you 
have been wanting for years. Send 
for application blank NOW. 


JAMES O. CRAIG, President 


BUSINESS MEN’S CLEARING HOUSE—(Mea) 
CRAIG EMPLOYMENT AGENCY—(Women) 


209 State Street, Chicago: 





September Positions 


We are receiving many calls by wire and special 
delivery letters for commercial teachers to fill unex 
pected vacancies. Are you yet available for a 
position? If so, write for our free literature. 


qualifications briefly. 
THE INSTRUCTORS’ ASS’N 


MARION, INDIANA 








The Pratt Teachers’ Agency 


Recommends college and normal graduates, spe 
cialists, and other teachers tocolleges and schools 
The Agency receives many calls for commercial 
teachers from public and private schools and busi 


ness colleges. 
WM. 0. PRATT, Manager 





B. F. CLARK i 
TEACHERS AGENCY 


Ww 








Renew Your Subscription 
While in Schoo?" 


By renewing your subscription to The Gregg Writer while you 
are in school you can take adyantage of the special rate to 
students You will need The Gregg Writer more than ever 
when you get your first position it will help you a dozen 
times a day Renew now 


THE GREGG WRITER, 24 E. 28th ST., NEW YORK CiTy 


tis piltlastpe 


PRACTICAL BUSINESS SCHOOL 
WALTER RAGMUSSEN, Prorsicron, ST. PAUL. MIN. 








A Gregg Shorthand School of national reputation 


Open 
all year Individual Instruction Catalog 








CHARTS AND LANTERN SLIDES on Canning, Home 
Economics, Corn, Dairying and other interesting subjects. 
(Free except for express charges.) BOOKLETS, BUL- 
LETINS, LEAFLETS, STENCILS and other materials 
for use of teachers. (Samples free. Write for catalogs.) 


Educational Department 


INTERNATIONAL HARVESTER CO. of N. J. (Inc.) 
CHICAGO, ILL. 
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Don’t Stop When You've Just Begun 


The prizes in the race never go to men who stand still or look back. The men who get 
away from the post and try are the men whowin. Thesameistruein business. The man who 
is dissatisfied with his peseent, position and trains for a bigger, better job, isthe man whosucceeds. 

There is a bi ld waitin , S eublic such men, Over ,000 firms need Expert Accountants 
—and there are only 2,000 ublic accountants in America to do the work. 


We 
Train 
You By 
Mail 


in spare time—at home—to for one of these big, high-sal- 
aried positions paying from $3,000 to $10,000 a year. e train you 
so that you can direct others in bi business matters ed 
upon as one of the really im — actors in the conduct of = 
business and one of the consulted in al) matters 
ws iy is prepared 
r course in i r Accountancy 

such instruction as you need in the shortest possible time. Under 
the personal supervision of our instructors and of 
our experts you learn every phase of Practical Accounting, 
Theory of Accounts, Auditing, Cost Accounting, Business Organ- 
ization Laws, ete. In fact, no 
effort 1 spared to give you the personal training needed to suit 

our exact requirements iether on as an executive in the of 

institutions, corporations, etc., or in busivess for as for you. How to pass State examinations, the 
a Certified Publie Accoun Accountant. Take the dest chen now. Mail the coupon for fail tects 


Your Instruction Will Be Under Direct Super- APWEVTER 111-10), ie nt) $)- 07 


vision of William Arthur Chase, C. P. A. y) 
Ex-President of the National Association of C. P. A. Examiners and Ex- LaSalle Extension University, 
Secretary of the Illinois — Board of Examiners in Accountancy and ’ Dept. 946-H Chicago, Illinois 


age experts of nati 
egsons ar: iol di directly ‘to the t, all needless text-book Send at once, without cost or obligation 
a ae i+ a. A a —* ty N° deca ot 


theory having been entirely eliminated. is prepares you for a rapid 
advancement to +" = a ee hi sal r course in Higher Accountancy; ad 
The LaSalle course train T+ s-4 Special Reduced Rate ~y 


consideration your individual know ledge lack T baswtetee. 
aeserding fe erin crm $e proba book’ 
the 
principles to tne most mest advanced Whatever 
raining you may mecd on the subject ol bockkesping we'll 
give you without any extra expense to you. 


LaSalle Extension University, 
Dept. 946-H Chicago, Illinois 


Please mention The Gregg Writer when answering advertisements. 


| Be An Expert 
“ACCOUNTANT 


At $3,000 to $10,000 a Year : 











“ihe pCa Gustittien 


Ww vex , signed by our Treasurer, 
fT. course you should fail to 


PA A Hamina: 
help— without additional charge— 
pass. We ; A agree to refund entire amount of 
with os course. 








Rate and Convenient-Payment = 
¥ Nam. PPrrrrrrrrri rir tirtti i tt tr te ee 
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IMPORTANT! 


READ THIS OFFER— 


— 9+ Al 
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Line-a-time 
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LINEATIME MANUFACTURING CO. 


135 South Avenue Rochester, N. Y. 





Write Us Today— 


Just say: “Without any 
obligation on my part 
you may send me a Li ine= 
a-time on Free Trial.” 


We’ll Do the Rest 


Winner of the Gold 
Medal at the San 
Francisco Exposition. 














THE LONG AND SHORT OF IT! 


Palmer Method Penmanship can be Coordinated with 
Gregg Shorthand to Great Advantage 


They both won the appropriate Highest Awards of Honor at the Panama-Pacific 


Exposition, where they were demonstrated and taught in The Standard Commercial 
School. 

Palmer Method and Gregg are written with the same muscles and in the same rhythm. 
They are the only rational way of writing longhand and shorthand, respectively. 

Heads of Commercial Schools are constantly on the lookout for teachers of Gregg and the 
Palmer Method, in combination. Our employment department helps to supply this demand. 

If you are an expert in the shorthand end of the proposition, why not qualify in 





We offer you a fascinating course THROUGH CORRESPONDENCE. Failure is impossible if you enroll 
with us and do your part. 

The entire cost of the course is only $10, time limited to one year. You can probably complete the course 
in less than one year and obtain a Teachers’ Certificate recommending you as qualified to teach the Palmer 
Method of Business Writing. 

Think it over and let us hear from you 


CORRESPONDENCE SCHOOL DEPARTMENT 


THE A. N. PALMER COMPANY : 30A Irving Place : NEW YORK CITY 
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What About Salesmanship? 


The long list of schools now using the Knox text on Salesmanship and 


Business Efficiency furnishes remarkable testimony of its value. 
of 25,000 young people will study this book this year. 


widely used text on these subjects in the world. 


An army 
Already it is the most 


Your school should teach it. 


Students Want This Course 


Because it contains the fundamentals of success. 


Because it inspires to higher accomplishments. 


Because it is written in the language of the business man. 


OVER 1000 LETTERS from students tell us what their impressions are: 


1. The text is a powerful man-builder. 


2. It contains Salesmanship based on experience. 


3. It increases efficiency in all other studies. 





1 have just organized my third class in Salesman 
ship and Business Efficiency in the Actual Business 
College, and words cannot express the benefit that I 
believe this course will be to the business college 
student. The students as a whole have shown more 

nthusiasm in this subject than in any subject that 
[have ever taught. It has been my custom to have 
each student express himself, on the completion of 
the course, of his opinion on this subject, and every 
one has invariably expressed himself that this subject 
vas the most important in the course. 
A. G. Schneider, Principal of 
Shorthand Department, Canton 
Actual Business College, Canton, O. 


I think this book should be read by every young 
man or young woman, regardless of the occupation 
for which they are fitting themselves, There is not 
i chapter but what contains some statements or 
suggestions which will be taken to heart by every 
houghtful person. Iam sorry that! never knew of 


this book before. . . 
M. E. Williams, Galion Public 


Schools, Galion, Ohio 


Salesmanship and Business Efficiency as a school 
course has had a marvelous effect on our institution. 
L. S. Weller, Vice-President 
Kansas Wesleyan Business College, 
Salina, Kansas 


A Teacher of Average Ability 
Can Handle a Class 


Those who never dreamed of teaching Salesmanship 
have made remarkable records and are doubling their en- 
roliments this year. Salesmanship will sharpen the edge 
of the powers of both teacher and student. It will over- 
come the handicap of being a mere stenographer or book- 
keeper. It will furnish that broad, scientific training 
which the twentieth century business world demands. 


Send for a Copy Today 


We furnish Teacher's Manual, and “Human Efficiency” 
(our service periodical) free. We are here for service. 
Ask us for information. 


Knox School of Salesmanship 


and Business Efficiency 
Cleveland - : : - Ohio 


----—-——--—----== 


Knox School of Salesmanship 
i Cleveland, Ohio 


Please send a copy of Salesmanship and Business Efficiency for 30 
] days’ free examination. The teacher's examination copy rate is $1.00 


L Name 
I school 
Address 
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THE RECOGNIZED LEADERS IN THE PRO- 
DUCTION OF TIME AND LABOR SAVING 
DEVICES, SYSTEMS AND EQUIPMENT 


will have their experts at the 1916 Chicago 
and New York Business Shows to demon- 
strate to the business world how to obtain 
more and better work at minimum cost. 


It will pay everybody interested in saving 
time and labor in handling business to spend 
a few hours at one of these Shows. 


Everything worth while in up-to-the-minute 
business aids will be on exhibition. 


The Chicago Business Show will be held 
at the Coliseum, September 18th to 23rd 


inclusive. 

The New York Business Show will be held 

at the 69th Regt. Armory, October | 6th to 

21st inclusive. 


Free tickets of admission will be forwarded 
to those sending stamped addressed envelope 
with request on their business stationery. 


ANNUAL BUSINESS SHOW CO. 


150 Nassau St. New York 





Please mention The Gregg Writer when answering advertisements. 




















Classified Advertising 











COMMERCIAL TEACHERS WANTED 


UALIFIED AND EXPERIENCED teachers for West- 


ern High Schools should register now. Free_registra- 











tion to University Graduates Write to-day. Business- 
Men’s Clearing House. Denver, Colo. 
HELP WANTED 

from Uncle Sam. Salary 


TAI AKE pa R ‘DIC ‘TATION 
$900 to $2500; 7-hour day; month vacation with pay. 
Any coniiiod can master our special home-study course 
and be successful in Civil Service. Send for Free Booklet 


he Government Stenographer.” C. F. McDaniel, Box 
2500, Cedar Rapids, Iowa 
 y HE WAY TO GET A GOVERNMENT JOB _ is 


through the Washington Civil Service School We 
prepare you and you get a position, or we guarantee to re- 
fund your money Write to Earl Hopkins, President, 
Washington, D. C., for Book FK 1173 telling about 
292,296 Government Positions with lifetime employment, 
short hours, sure pay, regular vacations. 





VER 15,000 MEN AND WOMEN WANTED THIS 
YEAR for Government Jobs. $65.00 to $150.00 
month. Many Stenographers wanted. Vacations with 


pay. No layoffs. Short hours. Common education suf- 
ficient. Write immediately for free list of positions now ob 
tainable. Franklin Institute, Dept. O 171, Rochester, N. Y 





FOUNG MAN, between 20 and 25, experienced with 
railroad rates and correspondence. Must have 
thorough training in stenographic work and be rapid and 
accurate. Position now vacant in New York City. Ad- 
dress Box 112, care of Grecc Writer. 





STENOGRAPHERS 


"THERE IS A LARGE DEMAND for competent young 
men stenographers from mining and mercantile com- 
panies throughout the West. We can locate you with little 
delay. Business Men’s Clearing House, Denver, Colo. 





BUSINESS OPPORTUNITIES 


FOR SALE OR LEASE—Well-established Business 

School, splendid equipment; good enrollment; ex- 
penses small. Best opening in Central States. Good rea 
sons for selling. Address, Tue Co-operative Instructors’ 
Assn., Marion, Iwo. 


T HE business men in Ohio town of 9,000 want someone 


to take management of commercial school established 
fifteen years. Sept. floor rent free Equipment there. 
Address Mrs. L. A. Powers, 173 W. Main street, Nor- 


walk, Ohio. 


CIVIL SERVICE 


positions are in all parts of the country. . Good pay, steady 
work, life positions, congenial surroundings, promotions on 
merit, short hours, annual vacation and sick leave with pay 
Many thousands appointed yearly Both sexes. No politi 
cal pull Nearly 300,000 classified positions. Common 
school education sufficient. Full information and questions 
used by the Civil Service Commission free 


COLUMBIAN CORRESP. COLLEGE, WASHINGTON, D. C. 


A GOOD POSITION 


with UNCLE SAM is most desirable. Life positions, pleas- 
ant surroundings, good pay, steady work, short hours, pro 
motions on merit Both sexes No political pull. Thou 
sands of appointments yearly. Most thorough preparation $5 
Returned if not appointed. Full information and questions 
used by the Civil Service Commission free 


AMERICAN CIVIL SERVICE SCHOOL, WASHINGTON, D.C. 
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BRAIN PREPAREDNESS 
Think + Prepare 4 Success 


Learn how to remember Names, Dates, Faces or Anything 
as accurately as a camera or talking-machine Learn the three 
memory laws— apply them with scientific brain exercises tn your 
daily work — learn to think, concentrate and analize — cure mind 
wandering. Cost less than lc and 10 minutes study per day for 9 
months and accomplishes wonders. This course enables you to 
answer, “I remember" instead of “I forgot” 

Complete Loisette memory course in one 176-pace beck for only $2.55, postage 
paid, on 3 days’ examination, Send "money order or write for FREK BOOK, 
“HOW TO REMEMBER See for yourself, then buy or we will refund your 
money. Thousands of students, professional and business men all over the 
world during the last 30 years have willing!ty paid $25.00 for this same course 
in Prof. Letsetie’s personal classes and recommend it enthusiastically. Com 
mercial students are accomplishing extraordinary things with it daily. Don't 
stumble along in the dark. Get this book end stop forgetting 


SHAW PUBLISHING CO., 508-E East 2nd Street, DAYTON, OHIO 


The Best Salaries 


for office work of any kind are paid to those 
who GRADE HIGHEST IN FUNDA- 
MENTALS—spelling, grammar, punctuation, 


figuring, business practice, speed typewriting, writ 
ing letters, circulars, and advertisements that pull, 
as measured by the National Business Ability Tests. 
We give you those standard tests to show you just 
where you are weak. Then we give you special 
personal drills to correct your weakness and en- 
able you to pass tests far above the average of the 
best employees—6 to 20 hours are sufficient for 
most subjects—and put you on the National Office 
Efficiency List from which the biggest employers 
select their best grade of help. end 25¢ with 
100-word letter of application for office position you 
feel fitted for and we will give you the first tests 
privately at once. 

CORPORATION TRAINING INSTITUTE, Sherwin 
18944W. Madison Street 












p Goa 
hicago 














A New Volume of 
The Gregg Writer 


Volume XVIII of The Gregg Writer is now ready for 
distribution. It is replete with strong editorials, 
timely and inspirational articles, and a rich fund of 
excellent dictation material. 


Some of the Contents 


Apolication, of Modern E ficiency Principles to the Teaching of 
Sh. orthan John Robert Gregg; The Disciplinary Value of Short- 
hand; Tp Manua! Obstacles to the Attainment of Speed in 
Shorthand, with Suggestions for Ov ercoming Them; the conclusion 
of the series on “T he P *rocess of Reporting” by Fred M. Gartler, and 
the beginning of a new reporting series by the same author; Five 
Most Common Errors in English; together with scores of beautifully 


written shorthand plates. 
678 pages - - . $1.50 


THE GREGG PUBLISHING COMPANY 


NEW YORK CHICAGO SAN FRANCISCO 
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Doesn’t Rub Nor Smudge 


MultiKopy has the call with stenographers be- 
‘vause of its neatness. MultiKopy keeps the 
paper and the hands clean. MultiKopy gives 
non-smudging, non-blurring copies with all the 
letters on the page so uniformly distinct that 
MultiKopy copies are often mistaken for the 
originals. 


SA Onn oan 


SO QQ \ 


Lasting Legibility 


MultiKopy, in blue or black, gives copies that 
remain legible for all time to come, as long as 
the paper holds together. ‘‘ Twenty years in 
the safe and still clear and legible’’ has been 
truly said of many MultiKopy copies. 


WA 





TRADE OP Carbon 


17) vanes Paper 


Absolute Uniformity 


MultiKopy is made from a formula of such scientific perfec- 
tion that every sheet is exactly alike. Even under widely 
changing conditions of atmosphere or temperature Multi- 
Kopy is always uniform—never changes. 


Most Economical 


MultiKopy’s wonderful chemical composition and smooth 
surface make MultiKopy the most durable (and hence eco- 
nomical) carbon paper. It is unequalled for manifolding— 
20 copies often being made at one writing. 











Better carbon paper than MultiKopy is not made. 


We want you to see for yourself just how good MultiKopy really is. We will 


gladly send you a Sample Sheet FREE if you will write us on your letterhead. 


F. S. WEBSTER CO., 348 Congress Street, Boston, Mass. 


NEW YORK CHICAGO PHILADELPHIA PITTSBURGH 
Our STAR BRAND suerpeiner Ribbons are guaranteed to give 75,000 im 


pressions of letters “‘a’ e”’ without clogging so as to show on the paper 
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MODERN FILING 








w text book on Modern Office Filing 
Bei use with **Educational’’ Outfits 
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Executive Offices, 
Rochester, N. Y. 
York, 
Wvclecd, Guioees: 
Newmarket, Ontario. 
ether cities. 


MrFc.@. 
939 St. Paul Street 


Mass., 
"Bimaborah, Batalo 
ity, Sau Francisco and 
lo Canada: The Office Specialty Mfg. Co., 
7 cn ee ae 


ia, W. 
Los 


mons City 


Phi 
Kan 


Makers of “ Y and E™ Filing Devices and Office Systems 


Branch Offices: Boston, 


ee lle 



































Are You Teaching? 





Are You Learning? 

the — 
Self Starting 
Typewriter 





This is the up-to-date 
question that confronts 
every teacher and pupil. 


The Self Starting Type- 
writer adds 25% to the 


speed of the typist. 
It is the only machine 
on which perfect touch 
typewriting is possible. 

















It is the latest model 











































